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OHAPIJ:'ER I 
~PROBLEM 
This is a study concerned with error analysis and remedial I 
! instruction in typelt"a'i ting. 
Purpose £f.~ Study 
This study has one major purpose and three minor purposes. 
major purpose iss 
1. To develop a system of error analysis and 
remedial instruction in outline form which 
will enable the teacher simply by glancing 
at the page to pick out the 
a. Error 
b. Cause of the error 11 and 
c. The Remedial Procedure. 
The minor purposes are: 
1. To make teachers conscious of the f'act that 
there are two general divisions of errors& 
a. Letter erra.rs 11 and 
b. Non-letter errors. 
2. To impress upon those concerned with type-
writing instruction that individual differ-
ences enter into the subject of remedial 
typewriting. 
3. The psychological factor that is ever 
present in the classroan. 
I 
I 
,, 
I 
I 
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Until recently teachers have been too conscious of letter 
errors, consequently, almost al ways ignoring the presence of 
I harmful, time •consuming non-letter errors. In the early lessonsll 
,, 
of first-year typewriting the lett er errors can be and should 
be ignored; however, the proper meth ods and techniques should 
be emphasized from the beginning and developed through tea~~er 
I
. demonstration • 
. 1 Lessenberry in a recent article in tm Balance Sheet states•: 
I 
Attention t o inaccurate letter stroking is important, 
but the isolation of writing difficulties other than 
keyboard errors is just as important if specific . 
practice is to £e directed toward the improvement 
of a technique. 
As the student advances in type\~iting the following 
-. questions arise: 
1. When to ignore errors. 
2. Vfuen to study them. 
3. When to erase and correct them.2 
Lessenberry says: 
The question must be answered in terms of the 
nurpos e of the typing practice in which the 
errors are made. 
Errors made in drill typing should be ignored 
since the purpose of drill is to modify type-
writing behavior. The purpose may be to push 
for a new speed, or to build control 1 or to 
emphasize related knowledge. To center the 
thought of the student on holding down his 
1 • . Lesaenberry, D. D. 1 ''rypev~Ti ting Errors and corrective 
Measures," Balance &~~~· April 1948, P• 350. 
2. Ibid., p. 340. 
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errors will hinder t h e a~~ievement of t h e stated 
purpose of the drill where t h at purpose is other 
t h an error control. 
Another learning situation w..'lere errors can be. 
ignored safely is the experimental tryout-rthe 
first practice--of a ne w pr oblem material. 
I 
II 
,, 
~ith ignores errors in t he begi nning stages of typewrit- 11 
ing sld.ll development. 
These early typing errors are not ignored because 
t h e type writing teachers want to soften the 
i nstruction, but, by i gnoring t h ese errors, more 
favorable conditions to t h e skill learner are 
offered and skills are most efficiently learn~d 
und.er t h e most favor able learning conditions. 
Lessenberry states: 
When t h e typing is held to a rate that is slower 
than the student's forced speed, errors may ~e 
studied to determine the kinds that persist. 
When sh ould the student erase and correct t he mistake? 
, The student should be taught to use t h e eraser properly at a 
,i very early stage in the learning process. In business a neatly :: 
II 
11 made erasure and a well-aligned correction is time-saving, 
lj money-saving, and therefore, acceptable in business. However, 
the presence oi' an eraser does not e m nate h e important task! Ill, li i t 
I' of error analysis and the proper remedial drills. Althoug.'l an 
I 
1. Lessenberry, D. D., op. cit., P• 340. 
2. Leslie, Louis A., "Classroom Psychology for Shorthand 
and Typewriting," 'llhe Business Education World. New York: 
Gregg Publishing ..... Co., 1943, p. 12. 
3. Lessenberry, D. D., op. cit., p. 340. 
I 
i' 
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I 
I 
i eraser saves recopying and thus saves time and money, erasing 
is also time consuming I therefore, the most effective method 
is to diagnose the cau.se B.Ild provide the proper medicine. 
The teacher 1 s langu.ageproduces a psychological effect uponll 
II 
same students4 for example, Lessenberry says: 
The more the teacher talks about errors and the 
more the student thinks about them, the more 
errors the student will make .1 
. Error studies should take into consideration not only 
I errors, their causes, and the remedial procedure, but the 
/1 'most significant part of the problem--the student at work. rr2 
·I 
!
1
Idany factors enter into the situation, for example, "a changed 
il hand alignment with the keyboard, faulty reading habits, wander- , 
1 
ing attention, tension, rt3 and many other factors. l'ailure or 
! 
1 the typewriting teacher to recognize these hl1ndrances _ t o 
1 
per.formance may lead to discouraged, frustrated . individuals with, 
1
1
.1 an intense dislike for the subject of typewriting. 
I the 
i 
Vili.en a student is constantly maldng an error or many errorif' 
teacher should find out under what conditions the error was il 
I 
I made. Perhaps, the student might be suf.:rering f'rom an unseen 
I physical defect, or an emotional upset. 
i The problem of individual diff erences enters into the 
I subject of typewriting as well as any other classroom subject. 
I 
I 2. 
Ibid~, p. 340. 
1. Lessenberry, D. D., op. cit., p. 340. 
~ 3. Ibid., p. 340. =~==============~==================================~-~=======-~--~=*~====·~~-~ 
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!There exists the same problems and dii'ficulties in the type-
/l writing . instruction., such~a, how to help the dull student 
acquire the minimum essentials, and how to keep the bright 
student "busy. n Of course, ~~e instruction is gauged and 
""' -
I 
I 
I 
I 
II 
the bright student1 II 
pointed to the average student, thus subduing 
I 
capacity, and II 1 by not allowing him to develop to his fUllest 
I ! neglecting the dull student. 
Blackstone in his chapter on ''Individual Differences, n 
j comments as follows: 
I 
II 
jl 
I 
The teacher generally attempts to gauge the amount 
of instruction by the abilities of the mythical 
average pupil, but even when this is done, the 
bright pupil always gets through before the rest 
of the class and the dull pupil is still working 
when the rest have finished.~ 
The teacher of typewriting should allo\V the students, whe 
i ever possible, to solve their own problems and difficulties. 
Wnen the student makes mistakes, allow him to analyze his own 
work, to try to list the causes of his mistakes and if possible 
try to remedy them. 
Blackstone says: 
II 
A grave fault in skill building, and in other types: 
of teaching as well, is ·that of telling students to 
do a thing a certain way merely be cause the teacher 
tells them to do so.2 
I 
I 1. Blackstone and &lith, Improvement of Instruction !!! 
I Typewritini• New York: Prentice-Hall, Inc., 1945, P• 204. 
I 2. Ibid., P• 115. 
I 
t 
I 
ll 
I) 
,, 
I 
il 
,, 
II 
I 
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/I to keep 
I 
in mind is that each student possesses a personality and 
1! that he 
,, 
,, 
is an individual. 
Definition of Terms 
II An Error in typewriting is any work typed with a mistake.J 
1
J 
;/ that mistake may consist of striking the wrong key, a misspelled!/ 
Causes .2! these errors or mistakes may range .from a 
in need of repair. The causes, whatever they might be, hinder 
the student Is progress. 
Remedies--a remedy is a cure •1 As applied to typevvri ting 
!I 
I 
a remedy brings about a correct method of' attacking the proble~ .: 
} The teacher is the physician--the healer; and the student is 
I 
/ the patient--the cured. 
I 
I 
I 
----~1-.-. Webster, Dictionary of Synonyms, First Edition. 
Springfield: G. & c. Merriam co., 194-2, P• 696. 
--~- --- --'--------- - -
I 
T;ypewri ter is a machine with a keyboard of letters and 
!' figures operated by the fingers; the keys impressing type upon 
~~ paper through an inked ribbon produce printed characters.l 
Analyze, as a rule, presupposes a personal agent and 
stresses division for the sake of determining a thing's true 
nature. Sometimes these words specifically intend to discover 
which are assigned after the error has been analyzed. 
I 
I 3. Les senberry, D. D., College Typewriting. South-Western Publishing co., 1941, P• IV. New York: 
Ibid. , p • IV • 
/, 7 
= ===== 
II 
~~J·=-= c====================~~==========~s I=~== 
I 
used 11 Shif't Lock is a time-saving device on the typewriter 
when a number of consecutive upper-case characters are typed.l 
Margin is t h at part of a page outside of the mai n body of' 
I I 
1/ text .2 ' 
II I 
rl1abUla;icr Key is a time-saving device used for indenting 
I paragraphs, tabulated reports, or the like.3 
I Space Bar is a device on the typewriter used to space 
j bet ween words.4 
I 
II 
I 
Backspacer is anoth er time-saving device used to bring 
the type\~iter carriage to t h e proper position for inserting 
omitted l etters, for maldng corr ections, or for tabulating 
or centering.5 
Paper Guide is a device on the mach ine which gUides t he 
j le.ft edge of the paper as it is i nserted into the type wri t er.6 
'j Cylinder Knob (left and ri ght) is a device on t h e type-
l 
writer used to ::rt the paper. 
cy~inder .2£ Platen--the rubber roll around whi ch t h e 
paper is inserted and b:eld in position for typing. 7 
l. Lessenberry~ D. D., op. cit., P• IV. 
1 2. Webster's Collegiate Dictionary~ Fourth Edition. 
i Springfield: G • . & c • . Merriam co.~ 1948~ P• 66l. 
3. Lessenberry, D. D., op. cit., p. IV • 
4. Ibid., P• IV. 
5 • - Ibid., p • IV • 
6. Ibid., P• IV. 
__ 7- _I_bi..Q.. p J Y•------·---
Letterhead i a a heading printed or engraved on letter 
paper.l 
Paper Holder is a device on the typewriter which holds 
the paper firmly against the cylinder.2 
Ribbon is an inked type of cloth used in typewriters.3 
~hen the keys strike the ribbon upon the paper,printed letters 
1 appear. 
on the typewriter 
I 
I 
I 
I 
J ~is an extremely important device 
I which serves as a warning for the typist to 
i after the bell rings. 
end the line shortlyi 
1. Webster, op. cit., p. 575. 
2. Lessenberry, D. D., op. cit., P• IV. 
3. Webster, op. cit., P• 857. 
l g 
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CHAPTER II 
~ STUDY £E ~ FiELD 
This chapter will present briefly what has been written 
on the subject of error analysis and remedial instruction in 
type~riting. Etrst, the psychology of skill as it refers to 
typevvriting instruction, the teacher's activity during the 
typewriting period, and the arguments for and against the use 
I 
I 
I 
I 
of error charts have been reviewed; the general literature on 
the subject of error analysis and remedial instruction has been I' 
summarized. 
Psychology £! Skill 
The teacher of typewriting more than any other subject-
I matter teacher 
/ mentals of the 
must have a definite knowledge of the tunda-
psychology of skill. 
I 
I 
I 
Buege says: 
The teacher of typewriting must employ many ph ases 
of' psychology if she is going to do a good job of 
teaching. She must know the goals to oo achieved, 
the students to be taught, and the learning materials 
and procedure through which maximum learning may be 
gained.l 
1. Buege, Marvin A., 11Apply Psychology to Typing, 11 
Journal .£f Business Education. April 1941, P• 25. -
I 
II I 
I 
I 
I 
II 
' 
I 
I 
I 
I 
i 
Odell and Stuart state: . 
Since typing by correspondence has proved success-
ful, typing instruction in general is not as effi-
cient as it should and can be. 
An application of' the general psychological prin-
ciples which govern the acquisition of' a skill 
should be available to the teacher of typewri ting.l 
According to Lessenberry the 11student at worktt2 must be 
'"' 
1 given first consideration. Wn' y the err or was made, under what 
I circumstances did the student make the error, was the error due 
II 
.I I 
! 
I 
I 
I 
I 
to a psychological or an emotional upset? 
If' typing teachers would attain the standard of 
pr ofes si onal excellence they must diagnose the 
whole situation surrounding each individual and 
his ability. 3 
According to Blackstone and Smith: 
The most common treatment of errors by the teacher, 
she checks the student 1 s papers and marks the 
number of errors. When errors become too great, 
the teacher admonishee the student, telling him 
that he is making too many mistake.s., urging him 
to be more carefUl, but occasionally suggesting 
that he w.rite more slowly, but ordinarily failing 
entirely to get at the seat of the difficulty 
because neither the teacher nor the st~dent knows 
precisely wherein the difficulty lies. 
,, 
I 
! 
I 
I 
I 
----~1-.- Odell and ~tuart, ;Pr inciples ~ Techniques ~ DirecJ 
ing the Learning of Type\ra'itimg, Second Edition. ·Boston: D. c. 
Heath&: Glo., p. 222. 
2. Lessenberry, D. D., n·.eypew.ri ting Errors and C orrecti vel 
Measures, 11 The Balance ~'J.eet . .... April 1948, p. 340. 
-- I 
1 3. Sinith, Harold, "Diagnosis, Testing, and Remedial : 
I Teaching," Part I, Journal .2! Business Education. September 193
11
;?,! 
i P• 11. 
! 
I 4. Blackstone and Sinith, Imorovement ~ Instruction !.B 
J. Typewriting. New York: Prentice-Hall, Inc., 1945, p. 362. 
I 
- · ~= ·- j == 
'I 
I 
I 
Students' learning capacities differ greatly: 
The typewriting classroom is one of the best places 
to study the principle of individual differences 1 
for differences in operative sldll are apparent from 
the first day to the end of the course. There are 
variOUS degrees Of the clumsy or the awkward, the 
self-conscious or the tinud, and the easy and 
skilled operator. All these differences must be 
studied if the students are to make progress in 
the learning of typewri ting.l 
Stevens in a recent article in the UBEA Forum says: 
The causes of learning difficulties lie in the 
total teacher-le 'arning situation. Errors made 
in typewriting are manifestations Of learning 
difficulties. In order to discover basic causes 
we must consider the learner as a whole, his 
inter-personal and group relationships with his 
teachers, family, and others, and his adjust-
ment to his envira:me:nt . This means that an 
an understanding of the teacher's and learner's 
attitudes, feelings, emotions, and tensions are 
important as an understanding of teaching pro-
cedures, if not more so, if we are to find 
the sources of learning difficulties in type-
writing and devise means of correcting them.2 
I An enthusiastic, well-poised, sympathetic teacher can do 
I 
il 
I 
I 
I 
more for the student than the sarcastic, tyr·annical teacher. 
Sld.lls are best learned under the most favorable 
conditi ons. Perhaps the most favor able condition 
is relaxation. Rel~ation used in connection 
with skill development means ccrnplete relaxation 
of mind and muscle except that part of the mind 
and those muscles actually needed for the task at 
. hand.3 
II 
11
:--.....-.:-1-.- Clem, cT ane, Psychology .2£ Typewriting. Boston: Gregg 
,Publishing co., 1929, P• 63. 
II . 
I 
2. Stevens 1 Catherine, ttHuman Relations in Typevvri ting 
Classes 1 " ~ Forum. November 1947, p. 32. 
I 3. -Leslie, Louis A., ''classroom :Psychology:.i'or ., Shorthand 
~~~ .1~-e~i?~r;Ii;~~~~~·~f£ucation IWJ>~d. New York: 
I II 
I 
I 
I 
I 
' I 
2 
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Leslie says: 
Skills are not e:f'fieiently learned through repeti-
tion as was formerly _believed. Skills are most 
e:f'f iciently learned through re-creation. 
Re-creation occurs when the student types the mistyped 
word in context. ':(lhe word is used in a natural situation, 
artificial situations are avoided in type"Wri ting instruction. 
Parts of t he skill practiced in isolation very 
often :r-ail to: function when it is attempted to 
canbine them in the skill. When learned in 
isolation they function in isolation; when 
learned in context they function in context.2 
Teacher Activity 
After the teacher has developed a sound psychology of 
skill building, the next step is the plan of action. This is 
I preliminary to the actual remedial teaching. 
'l1he teacher's activity varies from one typewriting class 
to another. Some teachers spend the entire typewriting pa:-iod 
correcti rig papers. 
Lessenberry says: 
Because correcting students is more effective 
than correcting papers it is favorable to do 
a minimum amount of paper-marking and to devote 
the time and energy to more important classroCtll 
activit1es.3 . 
1. Leslie, Louis A., op. cit., P• 15. 
2. Ibid., P• 15 • 
3. Lessenberry, D. D., 
writing, Third Edition. New 
Co., 1941, P• 2. 
Teacher's Manual for College TyPe-
York: south-Western Publishing !J 
:I 
I 
11 · 
II 
I 
' i 
! 
I 
•,, 
In an article in the Type\~iting News~ Lessenberry says: 
rl'he 'fvhat else II that a teacher can do While StUdents 
type~ is the shift in emphasis from checking work 
and unseeing watching them type to observing 
students at work.l 
Lessenberry continues his discussion on observations: 
Observations must 
things at a time. 
see when he looks 
what he sees. 
be plaru1ed and centered on a few 
The observer must be able to 
and know the significance of 
The purpose of making observations is to know 
what to teach and how to teach it. Corrective 
practice that is geared to the needs Of the 
student is the necessary follow-up to observa-
tion. This practice must be individualized. 2 
Most typewriting classes have a minimum of 30 to 35 stu-
! dents. With such a large class how can the teacher provide 
individual instruction. Lessenberry's solution is: 
Such a situation calls for personalized instruction 
within t...'le framework. However, the student and 
the teacher must know the purpose of the practice. 3 
Argtunents .fS: and Against ETror Charts 
The experts differ in their opinions regardiP..g the use of 
1 error charts. 
I Book says: 
Many common and persistent eri•ors in typing and 
----.,1-.- Le ssenberry, D. D., •tvfuile They Type, 11 Type"vri ting 
I 
News. Spring 1947, p. 6. 
I 2. Ibid., P• 6. 
I 3. Ibid., P• 6. 
-- I -
-=--=--= ==-~= 
in learning to typewrite are made .which naturally 
impede a learner's progress. These should as far 
as possible be prevented by removing t he conditions 
which produce them. By recording the number and 
ldnds of errors made by his students 1 a teach er 
may ascertain the exact ldnd of difficulties which 
cause them the most ir ouble and apply a remedy 
that will prevent or correct them at once because 
he can t hen determine what must be done to avoid 
or meet successfully the particular difficulties 
which are pr odu ci ng the :er r or s .1 
Humphrey has devised a personal error analysis chart .2 
Errors are recorded once or twice a week. 
The advantages listed by the author of this type of error 
· nalysis· chart are: 
1. The chart itself offers suggestions as to 
causes for . error. 
2. The chart is designed on the assumption that 
each error is the result o:f an error in 
technique thus focusing attention on the 
technical err or. 
3. Remedial work may be done immediately. 
4. Adequate checks on errors in technique are 
provided. 
5. Timed writings may be used as the basis 
:for error analysis because errors on 
specific keys are di:sre garded.3 
,, 1_5_ 
-==~~= 
II 
I 
I 
I 
I 
I 
I 
I' 
11 1. Book, William F., Learning -"2.2 Tzyewrite. Boston: Gregg 11 
rblishing co., 1925, P• 238. 2. Humphrey, K. s. 1 "Constructive .Analysis of Typevvriting 11 rors, u Part JI, Business Education World. February 1944, P• 433. 
3. Ibid. 1 P• 434-435. 
'I 
'I 
=====~P=====================-==~~~~==================================~==~=W~=== -- ------·- - -  ------
I 
I 
i 
I 
I 
Lessenberry in a re·cent article in the Balance Sheet, sa~: 
Get rid of errors by correct habits of typing. 
List technique difficulties daily; list errors 
in typing, also, by recognizing the futility of 
retyping a word, a phase, a line, or a para-
graph unless the purpose of the retyping is 
fully understood. Practice to improve must be 
directed toward the specific improvement of 
a non-v~iting difficulty.l 
Clem says: 
Students can be taught to classify errors. 
This will make them more careful about . 
their accuracy. Such a record will contain 
some surprises for the teacher as well as 
for the student, for theerrors made by each 
student will usually be found to belong to 
only one, two, or three classes rather than 
being scattered over all kinds as might be 
expected.2 . 
Humphrey in an article in the Business Education World 
lists a number o::f' criticisms of the error charts. 
1. 
2. 
3. 
4. 
5. 
1. 
2. 
Boston: 
The chart itself offers little suggestions 
as to the cause for error. 
Error charts are designed on the assumption 
that one letter is struck for another, there-
by focusing attention on errors not results. 
Too long a period is likely to ·elapse 
between recognition of need for improve-
ment and suggestions for remedial drill. 
No adequate check on errors .in technique 
is provided. 
Diagnosis of errors on tttimed writings 11 
is condemned. 3 
Lessenberry, D. D.; op. cit., P• 2. 
Clem, Jane, The 'l1echnique of Teaching Typewriting. 
Gregg Publ.ishing co., p. 143. 
Part I. o • cit.~ • 325-326. 
i 
I • ; 
' 
&lith says: 
An 11ed 11 ending may be struck for an "es 11 ending. 
It would be wrong and fUtile to anal~ze .... this 
err or as being merely an error in typing "d" 
for 11s "• It was one cClllbination substituted 
for another. The recording of errors on the 
assumption t h at one letter is struck for 
another letter merely because the stroke has 
been confUsed tends to f ocus the attention or 
the pupil upon errors in result rather than 
to direct his attention to the error in 
techniq__ue that is responsible for the mis-
stroke~l 
Odell and Stuart have similar opinions on the use or the 
error chart. 
says: 
Another cause for error which is not provided 
for in typewriting error studies and charts is 
the typing of a frequently used word for one 
of less. frequent occurrence. An example of 
this consists of writing "send" for "sent". 
What appears to be writing 11d" ...., for 11t" in_ 
this case mer e ly substi tutiDg _a word-pattern 
which is under automatic control for one which 
is not. The ~propriate remedial exercise is not 
to drill on words containing "d 11 an~ 11t 11 but 
to practice the less frequent _ word. 
Smith in an article in the Journal of Business Education, 
A number of so-called "error charts 11 have . 
appe~ed on which the student may check· with 
varying degrees of detailed accuracy the 
errors which he makes. These charts variously 
provide infOrmation that the student made more 
errors on certain keys than on others, or that 
he substituted a certain letter more often for 
one letter than for others. They still give 
no clue as to the real causes of these errors. I 
Error ~ 11 if " 1. &lith., Harold, "Methods of Diagnosing Typewriting 
.American Shorthand Teacher. October 1932, P• 45. 
II 
2. Odell and Stuart, Principles and Techniques for Direct-,, 
!B,g the Learning of Typewriting. Boston: D. c. Heath&: Co., ' 
=====11=19-4~ -:~r. 2,2- 11 
It is not the use ·of an error analysis and reme-
dial practice scheme that matters. Only results 
count. If we can get better results by some more 
direct and less complicated plan, we want to do 
so.l 
Blackstone and Sm.i th state: 
Mr. Smith's attitude toward error charts and 
remedial instruction is one worthy of close 
consideration, for it sounds a necessary 
warning. 
It should be emphasized t h at an adequate error 
analysis must include much more than merely a 
record of stroldng errors, as there are many · 
technique errors to be considered in an analysisj 
and, particularly during early training unless 
the teacher is able to determine, by observation 
and charting, those technique errors repeated 
time and again, and thus attempts to correct 
such err.ors, the student will continue to use 
the wrong technique.2 
General Literature 
Blackstone and Smith admit t h at mistakes are perfec t ly 
natural and normal. Teache~s should explain this to their 
students; perhaps it would help to decrease the number of . .mal-
l adjusted students and increase the number of happy, well-
adjusted boys and girls. 
1. Smith, Harold, Journal of Business Education. 
and October 1932. 
.·· 2. Blackstone and Smith, op. cit., p. 385-386w 
ii 
S~mber 
I 
II 
FOllow up this constructive flattery with properly 
, remedial drills in which first causes are determined and 
il directe~ 
then ~~ 
the drills are assigned. 
It is natural, that students make errors. It 
is also natural that each error tends to break 
down his ability to make a particular movement 
correctly, for each incorrect act tends to make 
the correct movement in aucceeding attempts less 
likely to occur. Therefore, it is essential to 
satisfactory learning progress that the errors 
be discovered and checked before they become 
habitual.l 
Rowe says: 
Errors should be studied in raation to their 
causes. Considering the possibility ever 
present in typewriting of maldng more than a 
hundred non-letter mechanical errors, several 
million letter errors, and an unknown number 
of other mental and many mechanical habit 
errors to say nothing of inherent difficulties. 
It appears evident that the choice of a drill 
without reference to the causes of the error 
or difficulty is taldng a chance of one in 
several million.2 
It is generally agr>eed that there are two general types 
errors, letter and non-letter errors. 
Rowe in an article in the Eastern Commercial Teachers 
Yearbook, says: 
There are both individual and group errors. 
Non-letter errors are contributory causes of 
letter errors.3 
1 -----1~.- Blackstone and Smith, op. cit., p. 361-362. 
I 
J 2. Rowe, Clyde E., 11Corrective Procedures for Wrong Type-
writer Manipulation, 11 Fifth Yearbook.£! the Eastern Commercial 
Teachers Association .. Eastern COJlmercial Teachers Association 
Banks College, Philadelphia, 1932, P• 178. 
3. Ibid., P• 176-177. 
II -~~_L== I' 
Odell and Stuart state: 
Frequently a single error may · arise .frcm several 
different causes. An analysis of the typescript 
often reveals one letter s t ruck in the place of 
another, and a common conclusion is drawn that 
the student misstruck one letter for the other. 
Sometimes, however, an analysis reveals that a 
pattern in a preceding word has influenced the 
writing of a successive word.l 
Hawkins wh o made a study of students' errors in :firstr., se 'l 
ond., and third-semester typewriting classes, says: jl 
Methods and materials of instruction in ccmmercial 
education are undergoing a significant development• 
That remedial instruction is receiving widespread 
consideratiom in schools is indicated by recent 
educational literature. Tnis tendency is partic-
ularly evident in t h e field of type\~iting. 
Morrison2 evaluated errors in typewriting on the 
basis of businessmen's opinions; classified them 
under letters mailable without correction., mail-
able after correction, and unmailable. The 
resul t s of this study show that some errors are 
more serious than others. 
Ostrey3 evaluated methods and mechanical equip-
ment in typewriting. He concluded that 1 t is poa:si-
ble to determine 1 in a general way, the nature 
and distribution of errors, from which reason-
able deductions may be made leading to remedial 
procedure. 
1. Odell and Stuart, op. cit., P• 222. I 
2. .Morrison, N. B., uAn Evaluation of Errors in Typewri ting. 11 
Master's Thesis, University of Iowa, 1930. 
I
I 
3. Ostrey, J., 11A Critical Analysis of Letter Sequences as l 
1 a Basis for Proving Criteria for the Evaluation of Methods and : 
,
1
· Mechanical Equipment in Typewriting. 11 Master 1 s Thesis, Universi:PY 
I 
I 
I 
I 
of Nebraska, 19 29. 
1
1 
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Stonel studied thirty pupils to determine the 
common errors made by beginning typewriting 
pupils and to discover what effect correct! ve 
drill had in eliminating errors. She found 
that speed improved without much inaccuracy 
under the classroom procedure of individual 
analysis o:r errors and corrective drill practice.2 
McGill who is the author of several articles on error 
! analysis in typewriting, says: 
Undoubtedly there must be much room for im-
provement in typevvriting instruction or we 
should not see so many people coming out of 
the schools who cannot type a useful copy of 
any kind. 
A concerted effort should always be made by 
the teacher to improve instructional methods 
and procedure. In order to make such improve-
ments, we should study the student's type-
writing errors and incorrect habits and we 
should try to overcome them in a satisfactory 
manner. More can be done to ward correcting 
typing difficulties through error analysis.3 
Much has been said about the psychology of tea~~ing type-
writing, the typewriting teacher's activity during the type-
· writing class period, the arguments for and against the use of 
1/ 
I 
i 
II 
li --"""":;"'1-.- stone, Ruby M., 
11A Study of Typewriting Errors Made in 
the Beginning Classes of Monroe High Scho.ol, u Monroe Michigan. I/ 
I 
Master's Thesis, University of Mi chigan, 1928. I' 
I 
! . 
2: Hawkins, Helen I., "An Analysis of Errors Made in ~:trst l 
Second, and Third Semester Typewriting Classes in a High School.:
1
r. 
Master's Thesis, University of Pittsburgh, 1932, P• 1-5. ~ 
lj 
3. McGill, ••rypewri ting Error Analysis, tt ·Balance S...~eet. 
October l945, p. 62. 
B'"'::;ton Unrve :, i":y 
School of E•Jucr. . :~:i 
II 
I 
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the error charts, and the general literature on the subject, 
ILessenberry sums it up in one short sentence, 
:Errors in the work are to be checked only. f or 
the purpose of determini ng the learning diffi-
culties as the student works toward the objec-
tives- that have been set for the d.Tills .1 
1. Lessenberry, D. D., op. cit., P• 2. 
lj 
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OHAP'l 'ER III 
PROCEDURE 
~~~ The following procedure was used in preparing this study 
of Error Analysis and Remedial Instruction in Typewriting. 
I 
I 
'i 
1. All the typewriting methods books Vlere read 
.for material that would be useful in making 
this study. The bibliography o.f these books 
were examined for .further sources. 
2. The Business Education Index was consulted 
for literature on the subject. 
3. 'rhe indexes of all the professicnal maga-
zines were studied for articles on the 
subject. 
4. The National Business Teachers Training 
Institution pamphlets were referred to for 
research studies on error anal ysis and reme-
dial ins tru c ti on. 
5. Information was obtained from the Business 
Education Yearbooks. 
6. Several of the textbooks on the subject 
o·f typewriting were examined for drills 
that would be usefUl in the subject of 
remedial typewriting. 
Methods Books 
The typev11I'i ting methods book that was most helpfUl in the 
ll preparation of tbis study was Blackstone and smith's Improve-
.. 
1i ment .21, Ins t ruction !a Type'M'iting. New York: Prentice-Hall, 
!I 
il Inc., 1945. 
-~-~=~==oc 
II 
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I 
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lj 
The other books were read completely and notes were taken 
I ; on all the data pertaining to the study. The folloWing is a 
list of the other books: 
Book, William F., Learnipg !,2 Typewrite. Boston: Gregg 
1 Publishing co. 1 1925. 
Book, William F., ~ PsyohOl'?Q 21. Teaching TYJ?ewriting. 
Boston: Gregg Publishing Co. 1 1925. 
l1 Clem, liane E., ~ Technique of' Teaching Typewriting. 
' i New York: The Gregg Publishing Co., 1929. 
I Lanax, P. s., Reynolds, Helen, E~y, N. H., Problen1s £!. 
! Teaching Typewriting. New York: Prentice-Hall, Inc., 1935. 
I Odell and Stuart, Principles and Techniques for Directing 1 
' ~Learning of Ty;pewriting. Boston: D. :c. Heath & Co., 1945. 
Business Education Index 
Only one source on error analysis was found in the index 
I 
\ f'r om 1940-1947. 
I 
11 
II 
McGill, E. c., "AnalWsis of Typewriting Errors, 11 Journah J 
1 of Business Education, September 1946. I -- I 
I 
Professional Magazines 
A wealth of information was obtained from the various 
/ business magazines. .Among the articles that proved to be most 
I 
II benefi~ial in preparing this study were: 
il' Lessenberry, D. D., ~trypewriting Errors and Corrective 
1\ Measures," Balance Sheet, April 1948. 
~============~~-=-=-== 
I 
I 
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' 
Wood, :Marion, 11'l'eacher 's Analysis Ch art for Typevvri t ing, u ' 
I 
- !I i Business Education World, Dec:.ember 1947. I -
1/ McGill, E. c., :'l'ypewriting Error Analys:Es, 11 Balance Shee J 
!I October 1943. 
I The following mag azine I . 
1 
as the i n form ation obtained 
II understanding of the proper 
I 
articles were beneficial in so far 11 
'I 
was advantageous to ward a be t tEit' :1 
use of t h e findings of t he s tudy. IJ 
Les senberry, D. D.# 1'\lvld.le They Type, 11 Typewriting ~· !/ 
:1 Spring 1947. I 
jl Stevens, Catherine, 11Human Relations in the Typevvri ting 11 
:1 Classes, 11 ~ Fbrum. Nov~mber 1942. 
I 
.F.r ~klin, Ellis, 11&peed, Accuracy, and Remedial Practice, 1~ 
Busine ss Education World. September 1944. 
Potter, Thelma, "Prepari ng a Check Sheet :for Typist, n 
., 
Business Education World, Januar~ 1946. 
I 
Smith, Harold, liD:tagnostic Testing and Remedial 'l'eaching, ' ~i 
I Part I, Journal 21 Bu~iness Education, September 19 32. 
I 
! 
I 
Bue ge ,Marvin, 11Apply Psychology to Typing, 11 Journal 2.f 
Business . Education. April 1941. 
Leslie, Louis A., 11Classroom Psychology for Shorth and 
and Typewriting, 11 New York: The Gregg Publ ishing Co., 1943. 
-Dealey, w. L. and Dvorak, Jw.gust, 11V•hy and vVherefore o:f 
Typewriting Errors, 11 Journal ..2.f Business Education. October 
and November 1933. 
:I 
II 
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~=== ~ Jepson, Victor L., 1'rhe Profile Chart Aids in the Teachlng1 
I I 
· of Typewriting, 11 Balance Sheet .. May 19 43. :1 
- I, 
Humpbrey, K. &. , ''Personal Error Analysis Chart," Business ' 
~ 
Education World. April 1944. 
Humphrey, K. S., "Constructive Analysis or Typevvriting 
i 
1 Errors," Business Education World. :February 1944. 
National Business Teachere Training Institution 
There were no complete error analysis and remedial in-
struction research studies in the N. B. T. T. I. 
•rextbooks 
I In preparing this study it was necessary to include drills 11 
I' 
suitable for remedial teaching from several different typewriting 
textbooks. I 
The textbooks that were used as reference in the study 
were: 
II 
.I 
!I Hakes 1 Adalaide B., Typewriting Speed Studies, (Revised). 
:1 New York: Gregg Publishing Co., 1938. 
Holland, K. G. 1 Spee£!. and Accuracy Builder, Third Edition.! 
I 
I 1
1
. Chicago: H. M. Rowe Company, 1944. 
J Korona, L. w. and Rowe, clyde E., Business ~Personal 
I Typewriting. Boston: Ginn & ao., 1938. 
I Lessenberry, D. D., College Typewriting. New York: 
i 
: Western Publishing co., 1941. 
I 
sou t h-
IJ 
I 
I 
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Chicago: The H. i White, Walter T., TyPing for Accuracy,:. i 
I Rowe Company, 1940. 
Yearbooks 
T.wo - usefUl sources were found in the professional year-
I I books. 
" Rowe, c. E., Corrective Procedures for Wrong Typev.'!'iter 
Manipulation, 11 J:l1.fth Yearbook £f. the Eastern C ommer ci al Teachers' 
I ,, 
\
1 Association. -Philadelphia: Eastern Commercial Teachers Asso-
j el ation, 1932. 
i Glatzer, 
I ~ C_; ommer ci al 
I and Vicinity. 
I' David J., 11Pupil Per forrnance, 11 Tenth Yearbook .21 ,1 
I 
I The complete findings are submitted in the next chapter. 
I 
II 
I 
I 
1 The dat a presented ~ere obtained from: I 
I Blackstore and Smith, Improvmment .2£. Instruction in Type- 11 
Education Association££~ City £f. New York 
New York, l940. 
I 
wr.i ting. New York: Prentice-Hall, Inc., 1945. 
McGill, E. C., "Analysis of Type\vri ting Errors,,. Journal 
I of Business Education. September 1946' p. 23-25 
I 
McGill, E. c., "Error Analysis in Typewriting, tt Balance 
Sheet. October 19-43, P• 62. 
Rowe, c. E., ''Corrective Procedures for Wrong Typewriter 
-Manipulations, u E..fth Yearbook_££ the Eastern Oo:mm.erciaJ. Teachers 
!I 
II 
I 
vVood, Marion, ''reachers Analysis Chart for Type\vriting, II I 
Business Education W~rld, December 1947, p. 224-225. I 
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CHAPTER IV 
FINDINGS 
In the presentation of the findings regarding error analy-
sis and remedial instruction in typevvri ting, the dat a in this 
1
1' 
chapter have been divided into three separate headings: 
l. Errors 
2. Cause 
3. Remedial Procedure 
--------~~====~==~==========~==============================r===========================~==== 
Errors 
Mashing Stroke 1 
li3ihoulder-punch 
Stroke2 
1. Le s senberr;y; 
'trypewriting Errors 
and Corrective 'Jle a-
~ures," Balance Sleet. 
~pril, 1948, p. 341. 
2. Ibid., p. 341 
Gause Remedial Procedure 
1. Pushir~ the key instead of 1. Demonstrate to the students the 
hitting it. 
2. Lack of freedom in :finger 
movements. 
3. Excessive emphasis upon 
slow-but-sure typing.l 
correct s trold.ng. 
a. Lift the finger slightly 
above the key. 
b. Strike the center of the 
key with a combination of 
wrist and finger motion. 
c. Release the key quickly.l 
1. Stiffening of the arm, the 1. Emphasize the slight li.fting of 
h ld d the finger. 2 s ... ou er, an 
1. Lessenberry, ''rype-
writing Errors and Oori!ective 
Measures, 11 Balance Sheet. 
April 1948, P• 341. 
2. Ibi~ P• 341. 
the finger in making the stroke, 
and keep the fingers curved. 2 
1. Lessenberry, rtrypewriting 
Errors and corrective Measures, u 
Balance Sheet. April 1948 1 p. 341. 
2. Ibid., p. 341. 
- ---~~========~ ~--~==~~========~==========~~======~======~======,======-- -
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I Errors Cause Remedial Procedure 
2. Deliver the blow to the center of 
I 
I the key w1 th a clawlike motion. 
3. Keep the forearm practically motion-
less.l 
I 4. The teacher demonstrates the above 
three ·( 3) steps to the student and 
if' necessary type with the student. I 
I 
Then allow him to practice by him- I i 
II self. Repeat the demonstration, if 
necessary. 
~Clashing o:r keysl 1. 5troking two keys at the 1. Control the timing of the strokes 
same time.l with greater emphasis upon -evenness 
of str.oking.2 
1. Lessenberry, op. cit. 1 p. 341. 1. Lessen- 1. Le ssenberry, op. 
perry, op. cit., cit., p. 343 2. Ibid. I p. 343. 
P• 343. 
I 
I 
I 
I 
-~ 
-
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I 
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I 
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.Adjacent keys, for 
lexample , a for s • V~ong finger and 
wrong hand. 
~wrong finger but 
right hand. 
2. Depressing the guide keys 
slightly when the fingers 
are not in stroking actiont 
2. Let the fingers barely touch 
the guide keys.l 
I 
I 
1. Weak typing impulse caused 1. Instruct the student to mental-
by the attention slighting 1y pronounce tb;e syllable or 
individual letter sequencea2 the word, and type at a well 
2. Tenseness of muscles, 
causing a slowing up of 
motor responses to the 
stimulus to type. 
:3. Imperfect location. 3 
1. Lessenberry, op. cit., 
p. 343. 
2. Ibid. 1 P• 341. 
;3. Rowe, torrective Pro-
cedure for Wrong Typewriter 
Manipulations," Fifth Yearbook 
controlled rate. If error 
persists practic~ on the letter 
level until control is estab- I 
lished. 2 
2. Check the position of the hands 
in relation to keyboard align-
ment, holding the elbows in or 
1. Lessenberry, op. cit., 
P• 343. 
2. Ibid., P• 342. 
of the Commercial Teachers Ae.s_o~ __ 
-- -- -=-=-===-~=-ci~a-i-tio:--on. 1932, p, 184. - -- ======== =-=:=== =-
Errors Cause 
Imperfect left mar- Uneven carriage return.l 
gin.l 
1. Lessenberry, 
op. cit., P• 343. 
1. 
P• 343. 
Lessenberry, op. cit., 
Remedial Procedure 
out as necessary to gain good 
strold.ng .l 
32 
3. a. Analyze by charting the errors 
to see which keys are giving 
the trouble • 
b. Assign location. drills for 
these particular keys. 
c. Return to the original si tua-
tion and have the student 
retype the exercise.2 
l. Check the position in relation to 
the carriage tbrow.3 
1. Lessenberr y, op. cit., p.342t 
2. Blackstone and &lith, Izg;rol.v-
ment of Instruction in Typewriting. 
~York: Prentice-~all co., 1945, 
p. 486. 
3. Lessenberry, op. cit., p.34:: 
I 
!, 
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. cause Remedial Procedure 
2. Adjust the amount of energy to 
the length of the line and to 
the carriage tension.l 
I I 
:Line too long or too 1. Student follows short lims Drill 
short.l of copy exactly. 
: 
! 2. &tudent has not trained 
. I 
: 
l 
' 
himself to hear bell. 
3. Defective hearing 
4. Carelessness 
5. Tries to write too much 
after bell rings.l 
1. Lessenberr~ 1. Blackstone and Slni th, 
op. cit., p. 343. Improvement~ Instruction in 
Typewf>j:ting. New York: 
Prentice-Hall co., 1945, P• 419 • 
- -- - -'-"====-=:====.c= --- - ==== . I 
1. Have the student copy a p~a-
£!1.' aph of ordi~ary drill under 
the following conditions. Let 
him write along at a norm al 
rate until he thinks .it ia a~t 
time for the bell to ring; then 
have him proceed more slowly, 
anticipating, stroke by stroke, 
1. Lessenberry, op. cit., 
P• 343 • . 
-= - ~~- ---=-- =----=--"-'= 
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; Errors Cause 
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Remedial Procedure 
that the bell will ring, and 
counting the number of strokes 
until it qoes ring. Repeat 
until he can tell within a 
stroke or two when the bell 
will ring.l 
The student must come to know 
I' 
the number o:f strokes that may ~~ 
be written af ter the bell ring 
and before the carriage sticks I 
Drill 
Set the stops at 10 and 60. Set 
the carriage at point 50. S~ 
the 1'b" slowly and repeatedly 
1. Blackstone and Slnith, op. 
ci t • 1 p • 4 20. 
I 
I 
I 
== __ _j!_ 
Errors Cause 
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Remedial Procedure 
until the bell rings. · 'I'hen 
strike the ''.h." until the car-
riage sticks. Now push the I 
marginal release and strike ttj 1 
- I 
until the carriage sticks · agai:m.e 
I 
Then push the marginal release 
a second time and strike 11g 11 
- .. I 
until the carriage sticks agai · 
oount the number of h 1 s, j's, 
and gts. Repeat the drill 
three times and see if there 
are the s&me number of letters 
on each line.l 
1. Blackstone and Slnith, cp. 
cit. , p • 420. 
I 
I 
I 
I! 
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1; Faulty spacing · 
! between lines: 
a. F'ailure to spaoo 
b. Not enough 
spaces 
c. Too many space s 
d. Last line on 
page irregular 
or wavy.l 
II 
r----=-1-.- Blackstone 
and Sini th, Improve-
ment of Instruction 
1Q Tipewritipg. New 
1 York: Prentice-Hall 
leo., 1945, p. 422. 
I 
I 
I 
J' 
1. 
2. 
3. 
4. 
5. 
6. 
Incorrect carriage return. 
Platen loose. 
Feed ·rol ls loose or worn. 
Failure to set spacing l~r 
before starting to write. 
Variable line space lever 
in operation. 
Paper taken out oi' machine 
and then replaced but 'lined 
up wrong. 
7. Double spacing in blocked-
form material.l 
1. Blackstone and Smith, 
op • cit • , p. 4 2 2. 
1. To get proper carriage returns, : 
I 
give an exercise on straight 
copy material, with stops set 
at 25 and 55 so that carriage 
will have to be returned many 
times. Have t he student con-
centrate on the carriage retu 
2. To train the student to check 
up on the various adjustments 
on his machine before starting I 
jl 
t o type, at the beginning of the' 
period each day for a week 
remind him that other students 
---h"'>:'a~v-e used the , same machine sincl 
1:. Blackstone and Srni th, op. 
cit., p. 422-423. 
I 
------ --~ -~--= =- --==-----
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3. 
Remedial Procedure 
he used it the previous 
and that they m~y have 
the adjustments. 
- --~791-===== 
period, I 
changed I 
Select a short paragraph and I 
instruct the student to set I 
hi·s · marginal stops for a shcrt,' 
line. With the variable line-
1 spacer in operation, have the I 
student copy this material and 1 
call his attention to the fact I 
that the spaces between the 1i.res 
may not be even.l 
4. To train the student to line up 
work properly after having the / 
paper out of the machine, demo~~~ 
strate the proper procedure of 
1. Blackstone and Smith, op. 
cit • , p • 4 23. 
- -- ----==-- --=-- -
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Errors 
I 
Transposing last 
let t er o::f word and 
1 space, example, 
las t.l 
!.Blackstone and 
smith, op. cit., 
P• 425. 
Cause 
1. Typing too fast. 
2. IJ.1hinld.ng about the space 
and striking the space bar 
before the last letter of 
the word is typed.l 
1. Blackstone and Smith, 
op • ci t • , p • 4 25 • 
Remedial Procedure ,, 
reinserting the paper. Give t J 
student continuous practice on I 
reinserting papers. 1 
1. Vfuen a student types too fast, 
he may fail to strike hard 
enough to make the proper key 
impression. He becomes con-
scious of this fai],.ure and 
strikes the sarne letter again; 
thus, a transposition of the 
space and t he letter results; 
for example, las t. 
1. Blackstone and Smith, op. 
ci t • 1 p • 4 2 3. 
-====-------'----'= - = =---==-- =---
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II 
Drill 
For if' we like to do a thing we 
do it as well as it is in us to 
do it.l 
2. As a remedy for thinking . about 
the space and striking the ::pace 
bar before the last letter of 
the word is s truck, analyze tll.E 
matter, by charting the letters. 
to determine which letters are 
transposed. 2 
Drill 
Have the student type location 
drills. After the student 
1. Blackstone and Smith, ' op. 
cit • , · p • 4 25 • 
2. Ibid.Jp.425. 
Errors 
Failure to space 
between words.l 
1. Le s senberr y, 
op • cit • , p' • 34 3. 
Cause 
1. Letting the thumb rest on 
the space bar. 
2. Slurring words in reading.l 
1. Lessenberry, op. cit.,( 
P• 343. I 
I 
40 
Remedial Procedure 
practices these drills 1 have 
hlmgobMktot~ ori~p~ 
situation. 
3. Give drills containing words 
ending in at least three leti::er:'s 
written with the left hand, 
such as 
Drill 
crowded, ended, under, news, 
where, star, class, expert, 
c om.ple te. 2 
1. Strike the space bar vigorously 
in the center. 
1. Blackstone and Smith, op. 
cit., p. 418. 
2. Ibid., p. 425 . 
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.Li f t the thumb inunediately after 
the stroke, 
.If errors persist, have the student 
practice on the letter level and 
give the count for space control.l 
jSkips between 
!letters ,lexample, 
!real ly. 
1. Employs a slow stroke, holds l.Demonstrate the proper ma thod of 
and vibrates on key. stroking keys. 
2. May strike space bar acci- 2.Retrace learning steps or words 
dentally. 
3. May be sit t ing too h igh.l 
4. Stroking keys too hard. 2 
1. Wood, 11r.li::laci1 . 1. Wood, "Teacher 1 s Anal..y-
r 's Analysis Cllart sis Chart f'or Typewriting, 11 
f or Typewriti ng , 11 Business Education World, Dec. 
Business Education 1947, P• 224. 
~ orld.- December 194 p 224 · 2. McGill, uError Analysi 
1 • • in Typewriting," Balance Sheet. 
1 
October 1943, p. 62. 
=--1----
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II 
in error from very slow re t urns 
with full relaxation betwe en 
strokes to very high returns as 
stroke i mproves. 
1. Lessenberry, op. cit., 
P• 343. 
I 
i 
II 42_ 
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Errors Cause 
5. Failure to release the key 
quickly. 
6. Touching the end or the 
space bar when reaching f'or 
the shift key.l 
1. Lessenberry, op. cit., 
: P• 343. 
Remedial Procedure 
3. Aim for clear cut strokes 
rhythmically spaced in motion 
(more as to sound). Practice 
sho.rt word sentences such as: 
Drill 
It is the duty of a girl to do 
many a good turn and she can if' 
she is to do so. 
4. Raise the typewriter or lower 
the chair.l 
5. Lighten the pow~r behind the 
stroke, and check to see that 
the shoulder-punch stroke is 
not used. -----. ~1-.- Wood, '~eacher's Analysis 
Chart for Typewriting," Business 
Education World, December 1947, P• 
224. 
I 
I 
J 
I 
I Errors 
I 
I 
I 
13kl.pa 
I 
between words 1. 
2. 
4. 
Cause 
Slow space bar motion on 
thumb. 
Copy hard to read. 
May read too fast. 
Typist sits too high.l 
5. Letting the thumb rest on 
the space bar. 
6. Slurring words in reading. 
6. 
1. 
43 
Remedial Procedure 
Curve the controlling finger 
and move it to the center Of 
the shift key. Check the 
position Of the 'm:'is t in 
relation to the frame of the 
typewriter.l 
Retrace learning of thumb 
I 
I 
I 
i 
I 
spacing action on material in 
1
1
1
:
1 error~ typing pbrases at 
gr>adually increasing rates, butll 
each typing at one uniform rat 
2. Train mind to ccmmand finger 
stroke by stroke~ until new 
space habits are fixed. 
1. Wood~ op. ci t .. P• 224. I. Lessenberry, op. cit. 
P• 343. 
2. Lessenberry~ op. cit. 
P• 343. 
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I 
I 
il 
Errors 
·trike-overs 
cause 
1. Desire to correct errors 
without u sl.ng the eraser or 
retyping. 
2. Teacher does not permit 
erasing. 
3. The paper fingers 1 a book1 
or a holder may stop the 
carriage and cause several 
letters to be struck over 
Remedial Procedure 
3. Raise typewriter or lower chair 
seat. 
4. Strike the space bar vigorously 
in the center. 
5. If errors persist 1 practice on 
the letter level and give the 
count for space control.l 
1. If the student continues to 
hand in work with repeated 
strike-overs, keep a progress 
chart of the strike-overs. Have 
student analyze his errors to 
determine what letter he is 
commonly misstriking and what 
letter he is habitually strikmg l 
for the correct one. Then , 
I 
1. Lessenberry, op. 
I' 
:I 
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I 
1 Errors Cause 
4. The wrong letter may be 
struck after striking a le 
ter too lightly and spacing 
back to restrike the right 
letter. 
5. li'ailure to backspace to the 
correct spot, to insert a 
Remedial Procedure 
apply a remedial exercise for 
that letter, until the bad 
habit is cured. Teach students 
I 
what letters may be struck over1 
without any indication of a 
strike-over. 1 
2. Teacher should allow student t 
letter.l erase. 
1. Blackstone and Smith, 
op. cit., p. 426. 
-=-== = ...,, === 
3. To correct the fault of striking 1 
a letter too li&~tly and ~ 
back to res trike the right 
letter, give location drills. 
Chart tl:le keys that are causin 
the trouble, go back to the 
location drills covering these 
I. Blackstone and Smith, op. 
ci t • , p • 4 26 • 
-r 
I 
I 
I 
.I 
I 
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Errors Cause 
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Remedial Procedure 
reaches and have the student 
learn the exact movement 
required by watching his move-
ments (teacher demonstration 
helpful). After the student 
practices these movements 
until he learns them, have him 
go back to the original situa-
tion. Check up on him to see 
1f he is still having the same 
trouble with th e same letters • 
4. To correct the f ailure to back-
space to the correct spot, to 
insert a let t er when one has 
been left out or when one has 
been erased, give the followin 
exercise. 
~==========~======-~~~=-======~==========k============================ _41 
Errors 
Crowding 
Cause Remedial Procedure 
Demons trate to the student the 
correct method to line up work 
on the platen scale.l Give him 
practical exercises in rein-
serting the paper. This · 
exercise should not be short-
lived, but it should be con-
tinued throughout the type-
writing course. 
1. Irregular timing, probably · 1. Chart the actual errors of this 
in cases where -opposite type made. It ·is likely that 
hands are used~ or at least certain sequences are crowded 
again and again. As soon as I 
it is discovered what these I 
sequences are, give the studenj 
adjusting. a list o:r words containing sue 
different fingers o:r the 
same hand~ and tenseness o 
muscle. 
2. Typewriter needs 
J I I. Blackstone and smith~ == -',-oit --p .~26-427-. __ --=-=== 
I -
4. 
5. 
Cause 
Weak .f.:l. nger s • 
Nervousness or excitement. 
Not getting away .t'r om the 
first key <tUickly enough. 
6. Not reinserting paper 
Remedial Procedure 
sequences. Have the student 
Then have the student type the 
sentence or paragraph that 
properly.l contained the crowding errors. 
1. Blackstone and Smith, 
op. cit., P• 427. 
==-===='---=====-- -
2. Have typewriter repaired. 
3. To help the student overQome 
nervousness, give him tests, 
but do not grade him on them. 
Perhaps he does not have enough i 
confidence in hims.elf i enc our- 1 
age him, be helpfUl to him, but j 
do not overd·o : it. 
-=---- - ~-=----=--
I 
Errors Cause Remedial Procedure 
4. If the student is not getting 
away f'rom the first key quickly 
enough give stroking drills.l 
Demonstrate the cor1'ect strokl.r:gl -
quick release to each key. 'I 
5. To correct inaccurate reinsert-
ing of paper 1 show student how 
to line up work properly on the 
platen scale. Give him prac-
tical exercises which require 
him to remove the paper and 
reinsert it. This should con-
tinue throughout the typewritllS 
course.2 . 
1. Blackstone and Smith, op. 
oi t. 1 p. 4 28. 
2. Ibid., P• 429. 
I 
I 
I 
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Piling o£ lettersl 1. Piling at the end o.f the lire 1. Listen for the bell and pre-
is usually caused by speed-
ing up to ,.,oea.t the bell "• 
..., 
2. Piling in words within the 
line is probably caused by 
the imperfect timing of 
strokes, coupled with a 
tenseness of muscles.l 
1. Lessenberry, op. cit., . 
P• 342. 
1. Lessenberr;i lop. oit., p, 342. 
=-=-=-==--~-.=--... ~·c =======~='J=========-
1 
I 
pare tp syllabicate at the 
.first d1 vision. Do not try 
to crowd additional letters on 
the line. 
2. Type at . a slightly slower rate 
and tilne the stroking evenly. 
Relax the muscles o£ the upper \1 
arms and shoulders. Rela.xa-
tjgn and smooth timing are 
effective corrective measures 
for this type of error .1 
3. Have the student copy a para-
P• 
gt>aph of ordinary drill under 
the following conditions: 
Let him write along at a. 
1. Lessenberry, op. cit., 
342. 
I 
.
1
i e I I ~ . _I! m • · ' L~~ ~ , I 
' ~ I . 
;_/ 
-ro ~ () 
9 
· Errors 
I 
Cause 
p. 419. 
I 
1 
Remedial Procedure 
normal rate until he thinks it 
is about time for the bell to 
ring; then have him proceed 
more slowly 1 anticipating 6 
stroke by stroke, that the bell 
will ring, and counting the 
number of strokes . until it does 
ring. Repeat, until he can tell 
w1 thin a stroke or two when the 
bell will ring.l 
Have him set his marginal stops 
at 5 and 7 5 and write the same 
paragraph aga1n.2 
r.- Blackstone and Smith, opd.t. 
2. Ibid., P• 421. 
~ i. &rwa 
: host lettersl 
I 
'ailure to have 
aterial correctly · ~ · 
entered.2 
causes 
1. Holding fi nger on key so 
that key does not immedi-
ately .fall back into posi-
tion but rebounds and stri~ 
lightly beside the first 
imprint.l 
1. Lack of understanding o.f a 
proper method of centering. 
2. careles sness. 
3. Incorrect counting o.f spaces 
or other incorrect calcula-
tions.2 
1. Blackstone 1. Blackstone and Smith, 
Remedial Procedure 
1. Show the student how he is 
striking the keys 1 then demon-
1 strate the correct method, us:hg 
a quick, sharp stroke. 
2. Have the student practice the 
drill using a quick, sharp 
stroke. 
3. Have him vvri te the sentence in 
the same manner .1 
l. Demonstrate to the students.2 
Insert the paper into the 
machine, set the wr.i ting point 
at the center of the machine 
(40-45) backspace for every 
other letter and space. Give 
1. Blackstone and Smith, op. 
cit·., p. 435. find Smith, op. cit., op. cit., P• 430-431. 
r • 4292~-I~ d-"'-:r.:.51===·~2·=- LQiP.__._ -D~•===:!40!!:3~!.5'=!.'==='---'=---c = --- ~--
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Errors Cause 
An undue amount of 1. Fear that exercise will not 
Remedial Procedure 
an exercise# such as, the name 
.o£ the high school, address, 
and the date. 
2. Another method . of centering may 
be taught. Count the number of 
1 
letters and spaces; begin typkg 
at this point. 
1. Demonstrate to the student 
time expe nde~ £or 
centering materiall 
be centered correctly.l easy it is to center. 
2. Allow him to practice a center-
ing exercise. 
3. Time him on the exercise. 
1. Blackstone 1. Blackstone and Smith# 
and Smith, op. cit ~ , : op. cit.# P• 436 • 
• 436. : 
--- -~========~========== -----
- -----· 
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Errors Cause Remedial Procedure 
i Strildng x over 1 . Wishes to cover up an err or. 1 . Do not penalize student for 
wrongly struck let- 2 . Does not wish to stop to neatly erased work~ 
, ter 1 word, or group 
1 
of words. 
·erase and correct the mis-
take. 
0 . ] 'allure to appreciate need 
l 
for neatness in work. 
1. Blackstone 1. Blackstone and &li tll, 
and Smith, op. cit., op . cit., P• 452. 
P• 452. 
2 . Post on the bulletin board 
work in which errors have been 
x'd out and work in which 
erasures have been made neatly. 
Allow the students to j:udge 
for themselves. If there is a 
gr:>eat deal o£ x 1d-out work 
passed into the teacher, take 
time frQ:n the typing class to 
discuss the pro's and con 1 s of 
x-ing. 
Have student 
l 
material. 
I 
retype all x'd-outl 
1. Blackstone and &nith 1 op. 
ci t., p. 452. 
--=--~== --=--=-"'-""-~--- =- - --= ---=-== =-------- -=---- --=== 
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I I Errors 
jFa:tlure to erase 
1 
eatlyl 
~cause Remedial Procedure 
1. Lack of instruction regard- 1. Teach the student the correct 
ing correct p:r.9cedure to be way to erase by demonstration. 
used in erasing. 
2. Carelessness. 
3. Erasure made too hurriedly · 
4. Eraser wet. 
5. 'v\rong kind of eraser used. 
6. Che a:p paper used. 
7. Rubs off sizing of paper, 
by making too heavy strokes 
8. Erases too large an area at 
one time. 
9. Dirty eraser used.l 
2. If the eraser is wet, the whole 
let t er can be erase~· but a 
smeary spot may be obtained. 
3. A dirty eraser should be cleamd. 
before it is used.l 
4. Have the student experiment 
with diff'erent types of erasers 
to discover: 
a. which removes sur.face ink 
best--pencil eraser. 
b. Which removes imbedded 
ink best--ink eraser. 
I 1. Blackstone 1. Blackstone and ~ith, 
and Smith, op. cit., op. cit., P• 452. 
1. Blackstone and Smi th1 op. 
cit., p. 453. I 
. • 452. 
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Errors 
Reading copy omis-
sions. Leaving a 
space in place of a 
letter, as ap le, 
lfor apple. Omittin 
a letter and not 
leaving a 
I 
Japle., for 
space, as 
apple.l 
Cause 
1. ~triking keys too lightly. 
to make an impressicn on t h 
paper. 
2. Carriage may not move one 
3. 
space. 
Attempting to write too 
rapidly.l 
II 
1. Blackstone I. Blackstone and Smith, 
land &lith, op. cit., op. cit., P• 443. r· 443. 
-===----= ---- =-·l=o-~===== -- --===== 
Remedial Procedure 
c. Which removes carbon ink 
best--pencil eraser. 
d. Which removes dirt or 
smears best--sponge eraser 
or art gum eraser .1 
1. Have student slow down and 
strike each key with the same 
amount of f orce. 
2. Analyze the student • s work to 
see if the omitted letters are 
cons tant. If s~ select for 
drill, practice on these let-
ters or let t er combinations. 
I. Blaakstone and Smith, op. 
cit., p. 453. 
----- -==---- ..=... 
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Errors Cause 
4 . Di f fi cult com bi nations 
5 . Reads ahead of word being 
typed.1 
Omitting syllables, 11. 
words 1 phrases, and 
1 lines. 
Raising eyes fJ:> C!U t he copy, 
reading ahead, and inatten-
2 tion to word sequence. 
2 . 3 Poor eye-return movement. 
3 . Omitting a line or the 
first few words of a· line 
because two consecutive 
lines begin with the same 
4 
word. 
1. -Blackstone 1. Wood, Iviari on, op. cit. 1 
and Smith, op. cit., P • 224. 
1P• 444. 2. Lessenberry, op. cit., 
p . 342. 
3. Blackstone and 3mith, 
~- ~ __ . _o~_ cit., P• 444. 
-·- - 4-;--Ibiu~ , P• 4~4~. = ~ ---· --. 
1 . 
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Remedial Procedure 
Aasign word drills, when the 
student has practiced t;ne 
words; 1 return to the original 
drill. 
Hold the eyes on the copy, con- _ 
I 
trol the machine parts by touch I! 
and attend vigorously to the 
sentence elements--words, punc-
tuating, paragr:-aphing and use 
of capitals. Give difficult 
drills which will center his 
attention on the word being 
1. Blackstone and Smith, op. 
cit., p. 443-444. 
Errors Cause 
2. 
58 
Remedial Procedure 
written. 
Drill· 
Xanthippe, the wife of Socrates, 
jeered him for being very queer 
l 
awkward, and lazy. 
For popr eye-return movement, 
give material written in nar-
row ·columns so that the eye 
does not have so far to go. 
When the student has secured 
good eye-return movement on 
narrow columns, increase the 
length of the lines. 2 
3 . Assign exercises such as the 
following, containing many 
1. Blackstone and Stnith, op. 
cit. , p • 445. 
2. Ibid., P• 446. 
I 
I· 
I] 
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Errors 
/Inserting super- 1. 
i£luous or added 
strokes. Often 
repeating same let- 2. 
Iter, example, wass. 
I 
Cause 
Substitution o£ familiar 1. 
prefixes, suffices, and 
words, example 1 ded for ted 
Student does not keep his e es 
on the copy.l 
• 
Remedial .Procedure 
similar worqs and phrases. 
Drill 
It is of no use to run after 
him; if 1 t is decided to go, 
he is sure to get there first. 
Since he is ready to go, there 
is no chance to get ready 
before he does. Just wait 
be ready before he is next 
Flx the attention on syllables 
or specific letter sequences . 
A vigorous thinldng of the 
word or letter combinations 
will reduce this type of error 
to a minimum.2 
I .1. Blackstone . 1. Blackstone and Smith, 1. Blackstone and &lith, op. jj' 
. and~i t_h, O.Q. _cit., -=-op~~ci t!o-,=.1'-• 446-~47 ._ ~ __ cit. ,~46 ._ _ __ 
r p. 446. ~- - - 2. Lessenberry" op. cit. ,p.-34 I 
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Errors Cause 
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Remedial Procedure I 
1. 
Give drills on words with double I 
letters,l also on words with 1tle il 
dif'f'icult or seldom used com-
binations. When the student 
has practice<l. go bac k to the 
original situation. 
2. To train student to keep his 
1. Blackstone and Sbli th, op. 
cit., P• 446. 
2. Ibid., p. 
I 
I 
I 
I' I 
=--- ~=-1-
1 Errors 
jAdding extra sylla- 1. 
i 
Cause 
Inattention to word sequence 
:b]OB, words, phrases 2. Poor eye-return movement. 
lor lines.l 
I 
I 1. Blackstone and Smith, op. cit.,op. ~ . 447. 
~ 
! 
Omitting a line or the first 
few words of a line because 
two consecutive lines begin 
w1 th the same word.l 
1. Blaolcst one and Slni th, 
oi t. 1 p. 447 • 
1. 
Remedial Procedure 
For inattention give the .follow-
' ing exercise: 
Xanthippe, t he 
jeered hinl for 
wi .fe o.f Socrates,\! 
being very queer ~ · 
awkward, and lazy.l 
2. R>r poor eye-r,eturn movement, 
give materi s.l wri t ten in narrow 
columns so that the eye does 
not have so far to g o. When 
the student has secured good 
eye-return movement on narrow 
columns, increase the length 
o.f the line. 2 
3. Assign exercises such as the 
.following: I 
---1-.- Blackstone and Smith, op. l 
cit • ~ 2:·~ ::::~, p._ 446. ~ 
:I 
J =.;.:~_..:.c..=:-~- --= ==c==-· = -~- - -'=- 21 -== 6r 
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Errors Cause 
II 
f ransposi tions-- 1 1. 
!f etters reversed, I 2. 
1 
ords reversed, and I 3. 
Poor vis1 on; bad lighting. 
Faulty aut.omatizati on.l 
Reading too far in advance 
brases reversed. or imperf'ect tim. i ng of' 
stroke.2 
1--;- Wood, Marion, op. c1 t. 
P• 224. 
2. Lessenberry, op. cit., 
-P• =M2._ _ ~-
Remedial Procedupe 
It is of no use to run after 
him; if' it is decided to go, 
,, 
II 
I! 
he is sure to get there first. !! 
II 
l. 
Since he is ready to go, there 
is no chance to get ready 
before he does . Just wait and 
be ready before he is next t1mt 
Have the physical condition 
remedied. I.f possible, have 
II 
II !I 
I 
~ II 
the lighting fixed or rearrange I 
the typewrite~ table. 
2. Pb.r faulty automatization, 
determine the combinations in 
which the ~rr or s occur, and 
r.- Blackstone and &11th, op. 
cit. ~446. 
I 
!I 
- ~ 
I 
I 
Errors 
I 
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Cause Remedial Procedure 
provide exercises with words 
containing these letters.l 
3. Type at a slower rate. giving 
particular attention to the 
timing of each strol0. Then 
type on the letter level until 
control is re-established.2 
4. Perhaps the student is habit-
ually mistyping the word, but 
it actually is a misspelling. 
Therefore • he should not be 
penal.ized for a typing mis.take 
but for a spelling error .3 
To correct this fault, the 
1. . Bl aelks tone and &lith 1 op. 
oi t • 1 p • 449 • 
2. Lessenberry, op. cit., 
P• 342. 
= ~ _ _3. __ ]3;l.a<lkstone and Sgdth,_ Qp !' 
c ... .,., P• il49. 
I 
I 
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Errors 
nes reversed.l· 1. 
2. 
1 1. Blackstone 
1
and &lith, op. cit.,_ op. 
!P • 450. 
II i II 
II 
II 
-=======-==-"="""=ir=-=-=-== =====-===== =- -6_4 _·1F-'== 
Cause 
Laok o:r attention to copy. 
The student's eyes catoh a 
-
similar word in a line 
f\lrther on in the copy, and 
he continues writing from 
this point.l 
1. Blackstone and Smith, 
'bit. ·, P• 450. 
1. 
Remedial Procedure 
teacher should help the student i 
to look up the correct spellin& 
Have him practice it until he 
has learned the correct spell-
ing. Then have him type it in 
sentences and in the original 
situation. 
Assign the type o:r material 
requires the student to pay 
olose at t ention to the .copy. 
The exercises should contain 
many similar words and p~asest I 
1. Blackstone and Smith, op. 1 
cit • , p • 448. 
- =-=-~=-=--= ------ -
il I, 
il 
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!j Errors 
I 
I 
' 
·' 
Cause 
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Remedial Pr ooedure 
Dl:'ill 
It is of no use to run after 
him; if it is decided to go 1 
he is sure to get there first. 
Since he is ready to go, there 
is no ohanoe to get ready 
bef'ore he does. I Just wait and i! 
II 
L bstitution--
k ong letter.l 
I 
I 
1. Weak 11copy getting 11 or 
stroldng attention:l 
Right finger but wrong 
hand, as s tri ktng 1 for e 1 
1. 
be ready bef'ore he is next 
time.l 
Retrace learning steps f'root 
the groping steps through high-
speed responses on the weak 
strokes. Emphasize vivid 
1. Blackstone 1. 
and &nith, op. cit., P• 224. 
Viood, Marion, op. cit.., 1. Blackstone and 3nith, op. cit., 
P• 446. 
P• 450. 
I' 
li . 
I 
/' 
i! 
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11 
II 
I! 
I 
I 
II 
t· 
.I 
II 
I 
! 
i 
Errors Cause 
probably due to learning 
the same finger of' both 
hands at the s arne · time .1 
1. Blackstone and &lith, 
op. cit., p. 450-451. 
--;.. --:::;:.___ ----
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Remedial Procedure 
thinking and stroking by 
pronouncing each character 
simultaneously with sharp, 
precise strokes at slower 
speeds. Then reach out f'or 
highest speeds of stroking 
with groups containing the 
particular characters showing 
weakness.1 
2. a. Give exercises containing 
the letter wr:>i tt e.n f'or the 
correct one ( i written f'or e) 2 / 
I 
Drill for i. I 
I 
i 
II 
! 
I 
I 
II 
il 
possible music handicap riP:ing II 
1. Wood, Marion, op. cit., ~~ 
P• 224. 
2. Blackstone and Smith, op. 
1
1 
cit., P• 451. 
II 
I 
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\ Errors 
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Cause 
' 
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Remedial Procedure 
original fight which his ldnd i 
I ldndle sld.ll little conf'lict I 
i 
will inability ordinarily 
import ant or gani z a ti on 
companion 1d ng droning think 
training domaint 
b. Then give words containing !, 
the correct letter but not one 
I 
I II il 
I 
struck for the correct one. 
Drill !2!:. ~. 
I be timber remember somebody j 
f'orce once neck announced deed il 
crowded annexed felt perfect 
feet together dodge the they 
hen other make battle whole2 
1 •. White, Walter T., Typing 
~ Accura.QZ, New :a·evised Edition. , 
Baltimore: H • . .M. Rowe Company, 194q 
P• 52. 
=-=. ··- --=-·-- . 2LJ'Qid., P· ~5~_t -=-
I 
I 
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Errors Cause 
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Remedial Procedure 
c. Have the student practice 
both of' these drills. 
d. Give an exercise such as 
the following cont aiDing both 
~ and !• 
Drill for ~ and i. 
Business today depends largely 
upon relations established 
through correspondence. This 
has to do with all relation-
ships, .from the seeking of in-
terviews to the obtaining of 
orders and the sending of 
invoices to cover a sale of' 
goods. If a business man is 
favorably impressed by his 
relationship with any concern, 
---=-=---:..---~=----.--. - ~..:~ -
Cause Remedial Procedure 
he will generally express his 
op1 ni on through a letter • If' 
he is displeased, he also uses 
the letter as his medium of' 
. letting the other fellow know 
what he thinks. In maldng clea:r . 
the !'acts and expressing his 
f'eelings to win his point, he 
must be very tactfUl. He can-
not rely on gestures, personal 
appearance, a .friendly smile, 
and other little aids that he 
might employ in f'aoe.-to-f'ace 
contacts. In personal convers~ 
tion, h e may recall and revise 
a mistake made, but such is not 
the case in business correspon-
dence.l 
• 
V'ffii=te, op. - cit-., p. 53. · 
Errors 
·-- 1~~--
Cause 
Vir ong word, as t I 1 ·. heir j Ignorance of correct 
.for there. j spelling of words that 
ong pre .fix or sound alike. 
! 
· u.f.fix, as in .for un! 
I 2. The most frequently used 
--==....:.::: ---=- ~ -- --==-=---
Remedial Procedure 
1. Train student to use the 
dictionary. 
2. Do not accept work with 
misspelled words.l 
70 
word is Vll.r'i tten for one 3. Teach these .. transcription 
nserti ng paper 
ncorrectly--holds 
I aper by end instead: 
sounding like i t .l 
1. Ignorance or careless-
ness.2 
pointers n in _ the typewriting 
class~ Dictate these pointers 
in sentences to the class. 
1. Time the student on the correct 
and the incorrect methods to 
convince him that the correct 
f side when inser t- method is always the best and 
ng it into machi ne •2 easiest .2 
2. Demonstrate the correct method 
again. 
1. Blackstone 1. Blackstone and 1. Blackstone and &lith, op. 
d Smith, op.cit., &lith, op. cit., p. 451. cit., p. 451 • 
• 451. 2_. Ibid._._ -•- ~5_3. __ .:._ ---~ ____ 2_. ___ I~ .. _d •• n. 454._ ___ _ 
= 2.- Ibid.-,p ;-454;·--- = ~-- ., - -"-~ 1:'. 
• 
Errors 
Paper not held 
against paper guide; 
therefore, it does 
l. 
Cause j 
Carelessness and ignorance. i 1. 
I 
I 
I 
71 
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Explain to the student the role 
that the paper guide plays in 
the proper operation of the 
not turn in straight~ machine. 
' 
Turns cylinder knob 1 p.. Ignorance of the correct 
1 too many times. 2 method. 
2. Instruct . the student to insert 
the paper incorrectly; then 
have him practice the correct 
method and canpare the two 
processes. 
1. Demonstrate the incorrect and 
correct methods and have the 
student time the teacher. 
2. Time t~e student in i-nserting 
the paper correctly--give him 
drills on it, until he masters 
it. 
1. Blackstone 
--===ll ana- ani-th-,--op ._o.i.t~-~= m 
p .• 454. 
1. Blackstone and ~ith, 
c1t.4 ~~~ ~~~4:~· =7~=T~======h,===============================~========= 2. Ibid., P• 454-455. 
I 
l: 
~1~~-~ -- I =· -· --==: ·- ___ 72~~==== 
I ~rors 
11 Wrong technique use 
in straightening 
paper .1 
Inserts paper too 
I 
I slowly 
1. Blackstone 
and Smith, op. ci~ 
P• 455. 
1. 
2. 
Oause 
Ignorance of the correct 
method. 
Uses only one hand to 
straighten the paper .1 
1.. Student not convinced of 
the need f~ speed in 
inserting the paper. -~ 
1. Blackstone and Smith 
op. cit., p. 455. 
2. Ibid., P• 456. 
- ·~-=-=c= 
Remedial Procedure 
1. Demonstrate to the student 
the correct method of s tr ai g...'l t-,
1 
ening the paper--release paper, 
straighten with both hands , 
then return the paper release. 
2. Have the student try both the 
incorrect and the correct 
methods and time him. Allow 
the student to convince himself!: 
that the best and easiest metlldl 
is the correct one .1 · 
1. Show the student slow motion 
perfo~mances of experts.2 
1. Blackstone and &lith, op. 
cit. P• 455. 
2. Ibid., P• 457. 
Errors 
Letterhead upside 
down or reversedl 
--=- --c=--- ~=--== 
Cause 
1. Lack of knowledge regard-
ing the correct method of 
=---= -·---- - ,- ~~~ --
Remedial Procedure 
1. Demonstrate the correct way to 
insert the letterhead paper.l 
inserting letterhead paper 2. Give the students practice in 
aper-holder not 
~justed correctly.2 
11 1. Bl a.c·ks t one 
~d Smith, op. cit., 
• 457. 
1. 
2. 
in order that the letter-
head may come out on top.l 
Carelessness 
Ignorance as to how paper-
holder should be adjusted. 
1. Blackstone and Smith, 
op. cit., P• 457. 
2.Ibid. 1 P• 458. I Ibid., P• 4 8. 
1. 
typing letters on letterhead 
paper. The students with the 
aid of the te a.cher can design 
and mimeogr>aph some letterheads 
on inexpensive practice paper. 
Demonstrate to the students 
the proper adjustment for the 
paper-holder. Explain that by 
using the paper-holder an un-
necessary amount of noise is 
1. Blackstone and Smith1 op. 
cit., P• 457. 
Cause 
Carbons and second l. ~orne s heets of paper slip 
sheets uneven. 1 and do not roll around the 
platen evenly. 
2. The papers and carbon 
sheets were assembled care-
lessly. 1 
1. Blackstore l. Blackstone and &ni t h , 
and &nith , op. cit., op. cit., p. 458-459. 
p. 458- 459. 
"-"-= 
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avoided, t h e print will be more 
even, it also holds the paper 
firmly against t h e platen near 
t he bottom of t h e paper •1 
1. Place a folded sh eet of paper or 
an envelope over the top of the 
sheets before inserting t h em 
into the machine. Then feed 
t h e papers into the machine and 
remove the folded sheet of 
paper or envelope.2 
1. Blackstone and Smith , op. 
cit • , p • 458. 
2. Ibid., p. 459 
Errco:'s 
[:~~: ::::: ::· ~ithout releasing 
'I t aper release. 
l olls paper out 
l aokwards .1 
noorrect carriage 
I 
: eturn.2 
1. Blackstone 
d &li th I Op e 0.1 t • 1 
: . 459. 
-~ -- --- ----=--- -~7,_5 
cause Remedial Procedure 
1. · Ignorance of proper method. 1. Demonstrate the best and 
2. Carelessness. 
3. Lack of' conviction of the 
proper method.l 
easiest method to the students--
that of using the paper releas~ 
Demonstrate the results of the 
wrong method--torn paper, con-
suming precious time, etc. 
1. Return lever not used. 1. Demonstrate to the student the 
2. Uses more than one motion,2 correct carriage throw. 'l'ype 
3. Looking up f'or the car-
riage return. 
4. Hesitancy in finding guide 
position for the hand used 
in throwing the carriage.3 
1. Blackstone and Si:ni th, 
op. cit • , p. 459 • 
2. Ibid., P• 459. 
two lines and a half; tell the 
student that you are going to 
tbr ow the c arr1 age • Ask him 
to watch closely. Repeat if 
necessary. 
1. Blackstone and smith, op. 
cit. , p • 459 • 
2. Ibid.,p.459. 3. Lessenberry, op. oit. 
P• 343. 
~=~===-=~ 
II 
I 
t 
II 
Errors Cause 
5. Looks to see if carriage 
stopped at correct place. 
6. Insufficient power behind 
carriage throw. 
7. Too much power behind car-
ri age tbrow. 
8. Overreaches or underre ache 
f'or lever. 
9. Returns carriage with only 
one fi nger.l 
1. Blackstone and Smith, 
op. cit., P• 461.-465. 
2. 
~----· . =---. -=---U3 
Remedial Procedure I 
Have the student set the margtm I! 
on his machine at 25 and 60 and 11 
type a short paragraph. vVhen I 
he has · finished, instruct him 1 
to check his lef't margin; the 
first letter in each line shotil.d 
be directly 1under each other. 
3. Instruct the student to hold 
his eyes on the copy.l 
4. Practice returning the carriage 
in one coun t and starting to 
type on the second c.ount .2 
1. 
p. 343. 
Lessenberry, op. cit., 
2. Ibid. I P• 343. 
I, 
1
: Er-rors 
I, 
,. 
11Tabulating errors 
II 
:in paragr aplungl 
ll 
il 
!I 
'I 
i 
I 
Errors in under-
scoring. 
( 
1. 
2. 
3. 
- -- -.:.-- ·~-===~ =-::-..=-::: -
Cause 
.Failure to underst a.nd 
value of tabulator key. 
Laziness--unwilling to 
take the time to set stop 
Does not under s t a.nd that 
location o~ tabular -stops 
must be calculated fran 
location of the marginal 
stop. 
4. Tabulator set incorrectlyJ,; 
1. Ignor a.nce of the correct 
key to use--uses hyphen. 
a. Uneven touch. 1 2. If line is wavy, the shif 
2 
b • .Line not strai~t. key has not been held dow 
firmly.2 
1.- Blackstone and Slnith, 
op. cit., P• 467-468. 
1--;----Bl acks tone 
and ~i th 1 op • cit. , 
•p • 468. ~~--== = -~~ --roiu., P• 469. 
2. Ibid. ,p. 468. 
'I 
1. 
2. 
- ==- ·=-~-.;.. -17 
Remedial Procedure 
I 
Demonstrate to the student the jJ 
,! 
proper method of setting the 
stops . and also the correct 
1 stroke for depressing the key. 
Type a short exercise t:or them. I 
Have the student type the same I 
exercise. j 
'I I, 
II 
1. Demonstrate to the student the 
correct touch--holding down 
the shift key firmly a.nd 
striking the key with a firm 
even touch. 
78 ======~========~~=-===--=====-~-=-=~·==============-=~~~4=~===~==-===-- =·=======F========~== 
Errors 
Touch too heavyl 
Cause 
1. Some fingers stronger th 
others. 
2. Location of some keys are 
better known than others. 
3. Strild.ng a letter a secon 
time when the first im-
pression is too light .1 
1. Bl a(tks :t..Qne _ 1. Bl aaks t one and Sm.i th 
and Smith, op.oit., - op. cit.,p ; -469-470. 
P• 469 • 
Remedial Procedure 
2. Give the student an exercise 
which requires a great deal of 
underscoring. Instruct him to 
hold the shift key down firmly 
and strike the key with a firm, 
even touch. 
3. If necessary, sit down beside 
the student and do the 
with him. · 
1. Demonstrate to the student the 
correct touch, strike .the keys 
quickly, a snatch stroke. 
2. Find by analysis, the letters 
consistently struck heavy. Use 
sentences which contain these 
letters.l 
1. McGill P• 62. 
==II====== 
Errors 
Touch too light .1 
1. Blackstone 
and Smith, op.cit., 
p. 470. 
79 
Cause Remedial Procedure 
1. A fear that shado w or ghost 1. Same as one ( 1) and two ( 2) 
letters will appear. f'or heavy s tr oking1 page 78. 
2. \'~ites faster than is possi..: 2. Have the students slow up a 
ble at tlw present stage of 
progress. 
3. Insufficient practice or 
weak fingers. 
4 . Uncertainty as to correct 
reaches. 
5. Ribbon may be worn . 
6. Long fingernails or dirty 
key mechanism .1 
1. Blackstone and Smith , 
op. cit., l'• 469 -470. 
little and emphasize each 
stroke 1 paying particular 
attention to the get-away 
stroke .1 
s . If the ribbon is worn, replace 
it. 
4. If the fingernails are too 
long, have the student cu t 
them. If the mechanism iS 
dirty 1 have it cleaned. 2 
1. Blackstone and Sinith, op. 
cit., P• 470. 
2. Ibid. I p. 470. 
~~~ - ======-========~========~~~~==========~~====h=========~======== ~====== 
I 
I 
Errors 
• Punctuation marks 
l 
struck too heavy 
2 
Erasing errors. 
l. Blackstone 
and &d. th, op. cit., 
P• 469. 
2. Ibid., op. 
-cit., P• 47- . 
Cause 
1. Ignorance of the proper 
strokl.ng for punctuation 
marks--strike w1 th a 
l 
lighter stroke. 
1. Failure to move carriage 
to side before erasing, 
in order that fragments 
.fra:n the paper and the 
eraser may not fall into 
the machine. 
1. Blackstone and Smith, 
op. cit., P• 470. 
~!--=-=-~=-========-=-~-~""··"-'==~ 
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1. Demonstrate by typing a short 
paragraph containing many 
punctuation marks. 
2. Have the students practice 
the same paragraph; emphasize 
the fact that punctuation marks 
are struck wi.th a lig."lter 
stroke. 
1. Have the student experiment 
with dif.ferent types o:r erasers 
to discover: 
a. Vvhich removes surface ink 
best--ink eraser. 
--=-- - ~ --- - --=--~ -.....:.:: -=--::::::= -=-- ---=- -=-= ~-
Errors Cause 
2. Uses wrong ldnd of eraser. 
3. li'ailure to cover carbons 
when erasing. 
4. Er.ases with hard strokes 
instead of with light 
strokes.l 
1. Blaclmtone and Smith, 
op. cit., P• 471-472. 
2. 
81 
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b. Vfuich removes imbedded ink 
best--ink eraser. 
c. Which removes carbon ink 
best.;,-pencil eraser. 
d. Wbich removes dirt or 
smears best--sponge eraser 
or art gUm eraser.l 
If the student fails to cover 
the carbon sheet before erasing, ! 
show him how to erase without · 
injuring the carbon. Place a 
soft blotter in back of the 
carbon paper while erasing on 
the first sheet.2 
1. Blacl{Stone and Smith, op. 
oi t., p. 453. 
2. Ibid., P• 472. 
Errors Cause 
-=... o-==-=-=.~ = ·=---- ·- c --=--~- ===-:===== 
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Remedial Procedure 
3. Explain t o the student the 
reason ~or moving t h e carriage 
to the side before erasing~ 
because the paper and eraser 
.fragments may .fall into the 
machine and clog the mechanismt 
4. Demonstrate the correct pro-
cedure .for erasing on both the 
master sh eet and the carbon 
copies. Er ase with light 
strokes removing as little of 
the sur:face as possible, return 
the paper to its proper position 
and strike the key li ghtly. 
1. Blackstone and Sinith, op. 
cit., p. 472. 
-- -- -·--
Errors 
1 aclc of fluency or 
ontinuityl 
1. Blackstone 
d Smith, op.cit., 
• 472. 
- 83_ 
Causes Remedial Procedure 
1. Uncertainty as to reaches 1. Analyze the errors to discover 
2. Unfamiliar letter combina- what reaches are giving trouble. 
tions. 
3. Insertion of hyphen slows 
up work. 
4 . Bell rings. 
5. Nervousness and fatigue.l 
1. Blackstone and Smith, 
op. cit., p. 472. 
When the keys causing the troub-
le have been discovered, go 
back to the location review 
drills covering those reaches 
in the student • s text. Have 
the student learn the exact 
movement required by watching 
his movements. After the 
student practices those move-
ments until he learns them,l 
have him go back to the origi-
nal situation (paragraph, . , 
1. Blackstone and Smith, op. 
c1 t. , p • 4~8. 
=-~--= = =T==-cc= 
Errors cause 
=~~- -==-= ----=-= ====== 8.4 
Remedial Procedure 
sentence, or letter). Check up 
on him to see if he is still 
having the s~e trouble with 
the sarne letters, or if the 
difficulty has been remedied. 
Repeat if necessary. 1 
2. To automatize letter combina-
tions, give word-building ex-
ercises conta1nLng the c~~b1na­
tions that give the trouble; 
for instance, if the combina-
tion ba is causing the trouble, 
assign a drill such as the fol-
2 lowing. 
1. Blackstone and Srilith, op. 
cit., p. 418. 
2. Ibid., p. 4'73. 
- --- ---; -=-~ 
Errors Cause 
----=c--=~= ---- -
_aq, 
Remedial Procedure 
Dri.ll 
ba bac back 
ba bar bargain 
ba back bargains1 
3. li'or drill on the hyphen give 
many words containing the hy-
ph en. 
:!)rill 
up-to-date high-~ade first-
class by-product left-hand 
well-known re-enter fifty-two 
well-to-do one-sided re ady-ma.de 
three-cornered self-confident 
2 
one-third 
1. White, Walter T., op. cit.. 
P• 51. 
2. Blackstone and Smith, op. 
cit., P• 473-474. 
- ~-- ----~--- - -
Errors 
~-·=· =o=-:----
cause 
--- ----·--
Remedial Procedure 
Follow-up this exercise with 
a short paragraph containihg 
hyphenated words, such as the 
.following: 
Drill 
Tne up-to-date~ well-known, left 
handed young man mailed a firs-&o 
class package which cost fifty-
two cents. He said that it 
contained a hig.~-grade by-
product of your industry and 
that it is valued at about 
two-.fifths of the original 
material. .He appears to be a 
well-to-do~ self-confident 
young man. 
---=--== -
Errors 
- • • - ~- -~ -=..-:-- ~:=-:.--:--- •. -- - -~-- ' . 87 --=·-~.-~-:-:=--=.......;: ~ ...... 
Cause Remedial Procedure 
4. To make the student bell-con-
scious~ give him exercises 
like the following: 
a. Have the student copy a 
paragraph o~ ordinary drill un-
der the following conditions: 
Let him write along at a nor-
mal rate until he thinks it is 
almost time for the bell to 
ring; then have him proceed 
more slowly 1 anticipating, 
stroke by stroke, that the bell 
will ring, and count the nUill-
ber of strokes until it does 
ring. Repeat until the a tudent 
can tell within a stroke or two 
when the bell will r1ng.1 
_,_ai"t_. , \>. Bl:f§l~s_to~e an~ ~ th, ~P~ __ 
Errors Cause 
= 
-==-=-=-===,--~ - ==-==- =-- ~. ~- --=- - - 8 --=-~~-==-=-=~ 
Remedial Procedure 
b. Choose a paragraph or a 
~etter having margins at 10 
and 60. Have the students 
set their marginu stops at 20 
and 50 and oopy the letter Qr 
paragraph. This length of 
line will require them to lis-
ten for t..'le bell and to hy-
. l.: phenate all long words. 
5. For nervousness and fatigt.le 
give the student tests, but do 
not grade them, in order that 
he may became accustomed to 
taking tests. If the student 
l. B1 aoks tone and &n1 th, op. 
oi t., p. 420-421. 
- - --""""··=-"""'='=-=-=-=-=-~ -- -=-o......== 
Errars 
Position of' body 1 
1 
feet, and arms. 
1. Blackstone 
and &lith 1 op • ci t. 
p. 475. 
---=- ..= -~· =- -=~ =~ - - -=-== 89 
Cause Remedial Procedure 
is nervous when he 1 s being 
watched, watch him until he 
is aooustaned to working un-
1 der QP§ervation. 
1. Body not square in f'ront 1. Demonstrate correct position. 
of type\'VI'iter--too far lef 2. Have the student type while he 
or right. 
2. Body too close to or too 
f'ar f'rom typewriter. 
3. Body t w"i sted. 
4. Student sitting on edge of 
ch.air. 
5. Body humped over. 
is sitting in an incorrect 
position. Then when he as-
sumes the correct position, 
he should be convinced t hat 
2 it is the best one. 
1. Blackstone and Smi t h 1 op. 
cit • , p • 4 29 • 
2. Ibid., p. 476. 
- -=..-:-- = -= 
-=I. 
'I 
I 
--= --,-=-.=_ --~=-=-=·~=9=======~-== 
Errors 
6. 
7. 
8. 
Gause 
Head down. 
Spine bent. 
Body too tense • 
9. !ieet sprawled widely. 
10. Student sitting on one 
foot. 
11. !ieet tvdsted under chair. 
12. Feet crossed. 
13. l''eet on rungs of' ch air 
in front. 
14. Elbows too close to sides. 1 
1. Blackstone and &lith, op. 
cit ... p. 475. 
90 
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Remedial Procedure 
Show motion pictures and stillsj 
I 
of experts, office typists, 
etc., at the machine. 
~~=-=--
--=--·-=--
I 
I 
I 
I 
f 
1 Errors 
-=--=--= === --
Cause 
I Position of wrists, 1. V'irists too high. 
hands, and fingers. 2. "~Nrists sagging. 
1. Blackstone 
and Smith, op.oit. 
P• 476. 
3. ~rists resting on frame. 
4. Wrists too stiff. 
5. Wrists not parallel with 
keyboard. 
6. Hands held too high. 
7. Hands held too low. 
8. F.tngers not curved. 
9. 'l'humb under fr arne •1 
1. Blackstone and Smith, 
op. cit., p. 476. 
- ==- -- - =-== 
~ =----o= =-== ==-=~ 9_1 
Remedial Procedure 
1. Demonstrate t he correct posi-
tion of wrists, hands, and 
fingers. 
2. Show motion pictures and stills 
of experts, office typists, 
etc., at the machine. 
3. Have the student try to type 
while he is seated in an in-
correct position. Let him see 
that he cannot get the correct · 
stroke and that he cannot se-
cure good results in typing.l 
4. Have him assume the correc~ 
1
1 
position and type again. Such I 
1. Blackstone and Smith, op. 
cit., P• 476. 
-· ------· ~- =-~.= =--=-~~--===-,=· 92 1!-=. I -
Errors Cause 
- -=- -= ~ -===== 
Remedi al .. Pr ocedure 
exercises sh ould con vi nee him 
that the correct position is 
necessary to secure the best 
results.l 
5. leer securing and _maintaining 
the correct position, place a 
coin on the back or the stu-
dent 1 s hand and have him type 
an exercise, such as the fol-
lowing, containing the lowest-
bank and third-bank letters, 
placing his hand and fingers 
in the proper curved position. 
He must keep his hands in this 
·position or else the coin will 
fall orr. 
1. Blackstone and 5mith, op. 
cit., p. 477. 
Errors 
Looking at paper. 1 
1. Blackstone 
I 
and &111 th, op. oi t. , 
p. 4 7_7 • . =-- -===- ---=-
1. 
Cause 
To keep right-hand margin 1. 
very straight. 
'l'o see if letter has printed 
too lightly. 
I 
~o see if croVJding has oo-
ourred. 
93 ';'"- · __ . - =-
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Drill 
The witty youth will justify 
the irrigation project. The 
calm prince had known the 
nervy cab driver many years.1 
1 
Pair off the students, one 
typing whl.le the other watcb.es ii 
him; then have them reverse lj 
i! 
their duties. Watch the en- 1 
I tire class, and penalize a 1 
student each time he removes 
4. To see if end of line is his eyes .fran the copy. 2 
near. 
5. To see what h as just been 
written. 
I. Blackstone and Smith, op. 
c1 t. , p. 418. 
2. Ibid., P• 478. 
-~--=~ --- = --=.::;::_ ~~~ 
---=- -- ---=--
Errors. Cause 
6. Machine sldps spaces. 
7. 'l 'O correct an error by 
strildng over. 
8. To rest or relax. 
9. To watch the letters appear 
on the paper--beginning stu-
dents are often fascinated 
by this process. 
10. Student does not know that 
he should not look at his 
paper.1 
I. Blackstone and Smith~ 
op • ci t • , p • 4 77 • 
--=-================~======================~== 
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2. Make a carbon copy of an exer-
else, using for the top sheet 
a papei' upon which typing has 
already been done, so that the · 1 
student cannot tell what he 
has just written.1 
3. Use drills that contain numbers 
and difficult letter cambina-
tions and, hence, require 
paying close attention to copy, 
such as the following: 
Drill 
Ralph and Myers, supervisors 
for J. A. Allen &: c ompany 1 s 
- 1. Blackstone and Slni th, op. 
cit., P• 478. 
-==- --
·.r " I 
l 
I 
I Errors Cause 
I 
~5 
Remedi 8.1 Procedure 
bi~ling department, instructed 
the olerks to use commercial 
envelopes. The "window, 11 #6i 
- ' 
envelonA measures 61-. 11 by M- 11 • 
- ~-. .. 2 I I 
the larger #10 envel~J;B meas~res 
9i/1 by 4l"· When necessary to 
-'"< "" 
indicate 11c~e of" in address-
~ -. 
ing envelopes 1 the clerks were 
told to do so by writing these 
words: Care of or the sign 
1
. 
o/o; but never to use the sign 
I 
for cents ( t) or per cent (%) 1 
for this purposa.l 
4. To help the student keep the 
right-hand margin very straight! 
and sense when he has nearly I 
l 
1. White, Walter T., op. 
P• 102. 
I 
I 
I' 
I 
~~ 
!' Errors Cause Remedial Procedure 
reached ·the end. of the line--
make him bell-conscious. 
a. Have him copy a paragraph 
of ordinary drill under the 
following conditions: . 
Let him write along at a norm 
rate until he thinks it is 
about time for the bell to 
ring; then have him proceed 
more slowly; anticipating, 
stroke by stroke, that the 
' bell will ring, and counting 
the number of strokes until it 
does ring. Repeat, until he 
c§,n tell W1 thin a stroke or two 
when the bell will ring.1 
1. Blackstone and Smith, op. 
cit • 1 p. 419 • 
=~======-==- -- = ~ 
Errors 
97 
cause 1 Remedial Procedure 
5. If' the mach ine sld.ps spaces and 
needs repairing, have it repa:1r-
ed. If' the macbine sld.ps be-
cause the s t udent is not using 
the correct strokeon the space 
. bar 1 gi v:e him the f'ollowi ng 
exercise:l 
Drill 
To correct a light touch on the 
space bar, as sign the f'ollow.tng 
exercise. Have the student 
give a sharp, quick stroke on 
the space bar 1 the same as he 
does on the keys and type the 
alph abet, spacing between each 
letter.2 
1-~-- Blacks tone and Slni th, op. 
cit • , p • 4 7 8. 
I I 2 .____I_bi_d_._, p • 4 24. II 
====~~==~·-=·==============~p====--=========================9============================~Q~~' ~====== 
Errors Cause Remedial Procedure 
~. If' the student looks to see 
wh at he h as written, his atten-
tion has been taken f'rom his 
copy. Assign the following 
exercises: 
Xanthippe, the wife of -Socrates, 
jeered him f or being very queer, 
awkward, and lazy.l 
LJ.ooldng at fingersl 1. In the advance stage of' tp- 1. 
writing, to determine reach es 
f'or keys, caused by uncer-
For determining reaches to keys 1 
I 
1. Blackstone 
~d Smith, op.cit., 
P• 478. 
tainty as to the correct 
go back to the location drills 
and practice the reaches.2 
Then go back to the original 
1. Blackstone and Smith, op. 
cit • , p • 44 5 • 
2. Ibid., P• 418. 
--- f=-~--~=-~===========~==============~-======~~========~1=================~================~========= 
Errors cause Remedial Procedure 
reach~ and fear of making situation -and type the exer-
a mistake. cise. 
2 . For the student who has formed 
the habit of looking, convince 
him of the time that he wastes 
by taking his eyes off the cop~ 
thus losing his place. Give 
him an exercise and instruct 
him to look at his fingers 
while he writes~ naturally he 
will lose his place. Then 
have him v~ite the exercise 
again, this time not looking 
at his fingers but keeping his 
eyes on the copy. Time him on 
the two v~itings .l 
1. Blackstone and Sini th 1 op. 
cit • 1 p • 4 79 • 
Errors 
~oold ng up at end. 
o:f linel 
1. Blackstone 
and ~1th, op.oit., 
p. 479. 
Cause 
1. To see when to return oar-
riage--has not become bell-
conscious. 
2. To prooi're ad. 
3. To see i:f ·carriage stops at 
correct spot. 
4. Bell does not ring.l 
1. Blackstone and. Smith, 
op. cit., P• 480. 
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1. To make t he student bell con-
soious, le t him write at a 
normal rate until he thinks it 
is time :for the bell to ring; 
t hen have him proceed more 
:slctw.ly, anticipating, stroke 
by stroke, that the bell will 
ring, and counting the number 
o:f strokes until it does ring.l 
Repeat if necessary. 
2. Fbr correct :forceful carriage 
return 
a. Have the student set the 
margins on his machine at 25 
1. Blackstone and Smith, op. 
cit • 1 p. 419 • 
==~========~=-=-=-=========~============================T================================ ~l~Q~F======== 
Errors 
Looldng at shift 
key, tabular key, 
backspacer, shift-
look key, numbers 
lor special character s! 
__ l _. __Bl ~~t..Qne 
and Smith, op.oit., 
• 480. 
Cause 
1. Not sure of' correct 
reach for the particular 
key.l 
Remedial· Procedure 
and 60 and type a short para-
graph. When he has:·. :r.Imi shed 
have him check ·his le.ft margin; 
the first letter in each line 
should be directly under each 
other. 
b. Instruct the student to 
keep his eyes on the copy. 
c. Practice returning carr iage 1
1 
I 
on one count and starting to 1 
type on t he second count.l 
1. Give the student drills con-
taining these particular reach 
example 1 letters, manuscript 
typing, eta. Allow him to look 
at the machine until he has 
Lessenberry, op. cit., 
Errors 
Distract! onsl 
Gause 
1. Attention is not on the 
work being typed.l 
102 
Remedial Procedure 
learned the reaches. Explain 
to him that it would be more 
profitable fOr him to learn 
to type the special characters 
and numbers 1 and to use the 
time-saving mechanisms by 
touch.l 
1. Give the student work that 
will require his whole atten-
tion for successfUl completion. 
2. Plan distractions such as 
talking to a student. Have 
one student ask another one a 
question. The idea is to make 
1. Blackstone 1. Blackstone and &lith, I ---r;- Blackstone and Smith, op. 
====-..c==ll=~~~~!th, op.cit., op. cit., P• 480. _ cit., P• 480-481. 
Errors 
Errors in maldng 
characters not on 
~he keyboard, for 
example, plus sign 
(f), equality sign 
(•), degrees(O), 
exclemati on ( t ) , 
cause 
1. Does not know how to type 
t he characters. 
103 
Remedial Procedure 
the classroom resemble a busi-
I 
ness office where it is necessarr 
for the workers to ask and I! 
answer questions, and still be 
able to continue 'tlletr work with-
out pausi ng . or pausing only far 
a mcanent. 
1. Explain and demonstrate to the 
student the proper method of 
typing these characters. 
2. Give the student an exercise 
containing these characters 
Btlch as: 
a. The latitude is 69° 11' 12 u 
west. 
~=====~========~~====9=======================~==r=========================~l0~4~======= 
&rors 
lower exponent 
( H20), superior 
exponent {x f y)2 ,1 
etc. 
Uses hyphen for 
dash 
Uses dash f'or 
hyphen 
Cause Remedial Procedure 
1. Student does not know that 
there is a distinct diff'er-
ence between hyphen and a 
b. (a- b)2 • ·a2 · - 2ab f. b2 
Ce 2 X 4 : 8 12 ~ 19 : 31 
d. H20 is the chemical formula 
f'or water.l 
1. Teach and re-teach the diff'er-
ence between the dash(--), and 
the hyphen (-) in type~~iting. 
dash on the typewriter. In 2. Demonstrate the difference on 
print they are both one 
complete unbroken line; 
however, the dash is slig..~t­
ly longer than the hyphen. 
the machine. · 
3. a. Print on the board a 
sentence exemplifying the rule, 
such as: 
Drill 
The dash ( --) is generally 
made by two~ strokes of' the 
hyphen (- ).2 
====-~;::;:;:;;;;:;;;a;l:;;;:;;B;];;,aG-ks~t-ane~=~================,==-· __ .l...f_ _Blackstone and S:mi th§ op_ • 
and Skni th, op. cit. 1 --ox- •, p-;--48'2. 
p. 418. 2. ViJhite, op. cit., P• 102. 
1 OS --=-=-=db==========,,===========r-======================7===========r===============================~~~========= 
Errors Cause 
.Remedi al Procedure 
b. Print a.lso one sentence 
containing a da.sh ( --), a.nd 
another sentence containing a 
hyphen {- ). 
Drills 
1. Gravel to a thickness o:r 
twenty-four inches must be 
spread.l 
2. If you want to make prog-
r e ss , do all you are told 
to do--a.nd s~ae more.2 
1. White, op. cit., p. 102. 
2. .Lessenberry, College ~­
vvr i ting, Third Edition. New York: 
So~th-Western Publishing Co., 1941, 
p . os. 
Errors Cause 
p se of two apostroph~ Does not lmow the correct 
.l~or quotation marksl method. 
106_ 
Remedial Procedure 
1. Demonstrate to the students the 
proper method. 
2. Give the students an exercise 
.. containing quotation marks. 
If sing incorrect key 
~or zero ( 0 ) 1 and 
umber one ( 1 ). 2 
1 1. Blackstone 
~d Smith, op.oit., 
Does not realize that he is 
using the wrong key. 
First, instruct them to type the 
quotations by using the apostro-
phe~ Second, instruct them to 
type it a second time using the 
quotation marks. IVIake a record 
of the time 1 t takes the stu:ient 
by using both methods.1 
1. Explain to the student the d1 f-
ference between typewriting the 
Arabi c numbers and the Reman 
numer als. 
1. · Blackstone and &11th, op. 
oi t. , p. 483. 
'!>· 482. =====~~==~~==~2~.~I~bl~. dr.=,==p=.~48~1~~==========-====~-=-====-========~-======================================~======= 
Errors Cause 
Failure to lipe up Does not know how to line up 
work properly after work in the machine. 
having had it out 
of the machine .1 
r .- Bl aoks tone 
and Sinith, op.ci t., 
P• 484 • . 
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2. Show him how much time is 
saved.l 
3. Give the student an exercise in 
which both the Arabic and 
Roman numerals are used. 
1. Demonstrate to the student the 
correct way to line up work 
on the platen scale. 
2. Instruct the student to notice 
1how the work lines up in the 
machine, be f'ore he rem o·ve s the 
paper.2 
1~ Blackstone and Smith, op. 
oi t. 1 p. 483• 
2. Ibid., P• 484. 
~ 
II 
-
108 
Errors Cause Remedial Pr·ocedure 
3. Then have him reinsert his 
paper. 
Inaccurate aligl1lllent 1. Failure to gauge line and 1. Demonstrate to the student the 
of fill-in. materi a.l, 1 letter.1 proper method to line up fill-
for example, appli- in -material by the use of the 
cation blanks. variable line spacer and the 
platen scale. 
2. Run off copies of several I 
appli ca.ti on blanks on the 
mime ogra aph. Give the students 
several lessons on the correct 
alignment of the blanks and 
also the correct method of 
maldng out the blank. 
1. Lessen- 1. Lessenberry, op. cit. 1 
berry, op. cit., b· 343. 
p. 343. 
-
--- ---
-
---
~~================T=====~=-=-====================~============================~09~====== 
Errors 
i bbon mechan1 sm 
set wroogl 
1. Blackstone 
and Smith, op.cit., 
• 484. 
Cause 
1. Set for making stencils. 
2. Set for use of lower hal.f 
of ribbon. 
3. Failure to oheck up on his 
. machine before beginning 
to write. 
4. Ignoranoe of cat'rect 
position of ribbon key.l 
l. Blackstone and Smith, 
op . cit., p. 484. 
Remedial Procedure 
l. Instruct student··to oheok up 
on the adjustments on his 
machine before beginning to 
write. Call .-his · a ttention 
to the faot that other students 
have used the :maohines during 
the day. It is well at the 
/ 
beginning of the course to 
instruct the student to check 
up on the adjustments at the 
beginning of the class.l 
2. Tell the s tudent that the 
machine works better when the 
keys strike the upper h alf of 
the ri bbon. 2 
1. Blackstone and Smith, op. 
cit • , p • 484. 
2. Ibid., P• 484. 
----====i=================~~========================.==========================~l~l~O ~~==~---~=-
Errors 
Paper-release key 
not released when 
1 
taking out paper • 
Paper-release key 
not returned after 
2 taldng out paper • 
1. Blackst one 
and . ~nith, op.cit . , 
Cause 
p.. Does not know about the 
paper-release key. 
2. Th inks that it is easier 
not to use it. 
1. Ignorance. 
2. Lack of conviction. 
3 . F'ailure to check up on 
machine before beginning 
1 
to write. 
1. Blackstone and ~lith, 
op. cit. , p. 485. 
Remedial Procedure 
1. Demons t rate the incorrect 
method, pulling the paper out 
of the machine. Purposely 
tear the paper. 
2. Demonstrate the correct method 
of removing the paper. 
3. Convince the student that it is 
easier to use the paper-release 
key than t o retype the page. 
1. To correct the fault of failing 
to return t he paper-release 
lever, have the student insert 
several sheets of paper, first, 
by not returning the paper-
release key; as a result the 
p~ ~~5~'·==~7=====~~~=================== -2. Ibid., p. 4~o. ========~================~~========= ====#===---
Errors 
Use Of' shift key 
instead of shift 
1 lock. 
Cause 
1. Does not recognize the 
advantage of using shift 
key for maktng single 
1 
capitals. 
I. Blackstone 1. Blackstone and fmith, 
and Slnith, op. cit., op. cit., P• 486. 
P• 486. 
lll 
Remedial Procedure 
student will f1nd it necessary 
to straighten the paper after 
it is in the machine. Secondl~ 
have him release the key and 
remove the paper, and return 
the paper-release key. Then 
have him insert another sheet 
of paper; the paper this time 
turns into the machine 
straight.1 
1. Have the student write the 
following exercise: 
aAa bBb cC c d:OO eEe fFf gGg hHb 
iii jJj kKk lLl m.Mm nNn oOo ill 
1.- · Blackstone and &t1 th, op. 
oi t., P• 485. 
Errors 
Use of shift key 
instead of shift 
lock where several 
letters in succes-
sion are to be 
l 
capitalized. 
l. Blackstone 
and ~ith, op.cit., 
P• 487. 
Cause 
l. Does not recognize the ad-
vantage of using .the shi .ft 
l lock. 
2. F'ailure to remember to lock 
2 the shift. 
I. Blackstone and ~ith1 
op. cit., P• 487. 
2. Ibid., P• 487. 
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Remedial Procedure 
Time him for one minute. Then 
have him repeat the exercise 
l using the shift key. 
1. To convince the student that 
too many lost motions are re-
quired to use the shift key in 
this particular case, have him 
type the following: 
SUGGESTIONS FOR TYPING 
MANUSCRIP'l1S 
HOW TO SAVE MONEY IN 
BUYING :BUOD 
for one minute; first by using 
the shift key, then by using 
the shi ft lock. 2 
1. Blackstone and Smith, op. 
cit. , p. 487. 
2. Ibid., p. 487 • 
I 
---~~=-~~=======~--=~=====~===r==============================~============================~1~1~3~!1======== 
Errors 
Use of wrong hand 
l 
on ahi tt key • 
1. Blackstone 
and Smith, op. cit • , 
• 487. 
Cause 
l. Failure to recognize the 
advantage of using the 
shift key on the side 
opposite to that on which 
the capital is to be 
struck.1 
2. 2 Fat'getfUlness 
3 Carelessness 
1. Blackstone and Smith, 
op. cit., P• 487. 
2. Ibid., P• 487 • 
3. Ibid., P• 487. 
Remedial Procedure 
l. Demonstrate to the student the 
awkwardness of using the same 
hand far shifting and typing 
the capital. 
2. Give an exercise similar to 
the following: 
a. Instruct the student to 
type the exercise the first 
time using the wrong hand on 
the shift key. 
b. Then have hira. type the 
same drills using the correct 
l hand for the shift key. 
3. Time the student on both (a) 
and (b). 
I. Blackstone and &lith, op. 
cit., P• 487. 
I 
I -4~ ----=- -=--=--
I Errors 
~ -=~--=-- ~= =-=~ 114 
Cause Remedial Procedure 
Drill 
aA; 
. l 
bB; cC; dD; eE; fF; gG; .!:Eg 
Use of wrong finger 1. Thinks little finger is too 1. Demonstrate how difficult arid 
1 
on shift key. weak. awkward it is to use the wrong 
2. Ignorant of the advantage 
1 
of using little finger. 
and Smith, 
finger on the shi f't: key. 
2. G1 ve the student an exercise 
such as the following: 
2 
aA; bB; cO; dD;. eE; fF; ill• 
a. Instruct him to type the 
exercise deliberately, using 
the wrong finger on the shift 
key. 
b. Secondly, instruct him to 
type the exercise 1 this time 
using the little finger on the 
3 
shift key. 
&11th, op. 
c .,ti'R· • it I. Bv§·katone and 
··=.I !:=1 :-: B: 1~s: 
115 
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Errors 
Imperfect shifting 
l for capitals. 
Lett er following 
capital is· too low 
' 2 
or too high. J 
Cause 
1. Releasing shift key too 
quickly. 
2. Not depressing it f1rmly. 1 
1. Shift key held down too 
long after capital is 
struck. 
2. Lack of kno wledge of 
mechanics of maldng 
capitals. 2 
1. Lessenberry, I: Lessenberry, op. cit., 
op. cit.~ P• 343. P• 343. 
Remedial Procedure 
Time both {a) and (b). This 
should convince the student of 
the bes t and easiest method. 
1. Teacher den1onstrat1on. 
2. Practice typing capitals; 
counting, orie, depress shift 
key; two, type the letter; 
three, release t he shi ft key . 1 
1. Demonstrate the mechanical 
l process of maldng a capital. 
a~ow the student by demonstra-
tion that he is holding the 
shi :tt key down t oo long after 
the capital has been made and 
----~1-.-Blackstone and Smith, op. 
cit • 1 p. 414. 
2. ~lackstone 2. Ibid._L P• 343. ==-=-====~f~an==a·=~~~tB, o~. ~~~.=,=I======~==~~~~==========~===================================F=====~ 
P• 414. 
=-"-· --iF= • u• -===~===="===~== 
Errors Cause 
j====================~l~l~6~1~1 ===== 
Remedial Procedure 
that the position of the shift 
key thus affects the following 
letter. Use the following 
drill to experiment with cap-
itals. \~ite the exercise in 
SUCh a WaY that the first and 
last letters in each group are 
l 
on the line properly, 
Drill 
A AA AaA 
Failure to release 1. Do not know that shift look 11. Demonsta:>ate to the student the 
l
lvhe shift lock for 
~yphen when writing 
II 1 1all capi tala. 
must be released f~ typing 
hyphen. 
==-=*'anti_ -~!tJrlackstone P • '±1 _5 ___ , O,P- • Cl t :..1.. • .,1=-==-
results when the shift look is 
not released be fore typing the 
hyphen. 
2, Give the following or similar 
drills. 
it T~-Bt.agkstone and anith, op, 
C ~ I p • .l • ====IJ'===-==-==-=-
Errors 
Failure to shift 
for special oharao-
, 1 
ters, such as # , % 
Cause 
1. Failure to recall whether 
such charac t ers are upper-
1 
or lower-case characters. 
1. Blackstone 1. Blackstone and S,mith, 
and Slni th, op. cit • 1 op • cit. 1 p • 416 • 
p. 416. 
117 
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Drill 
]~RST-CLASS 1 LE~~-HAND 
MARGI.N1 ONE-MINUTE TEST 1 
MILLER-DICTAPHONE, SELF-
. 1 
WILL 
1. Allow the student to look at 
his hands so that he may 
verify his reaches and learn 
which require t he use of the 1 
shi.ft key. 2 
2. Have the students type drills 
giving particular attention to 
the keys that require sh1fting4 
1. Blackstone and Smith, op. 
cit., P• 415. 
2. Ibid., P• 416. 
118 ----=~=-=-~================9T==============================.============================~~=9F======= 
Er r ors 
Failure to capita-
1 lize. 
1. Blackstone 
~d 3mi th 1 Op • Ci t • 1 
P• 489. 
Cause 
1. Does not know when to cap-
i talize--gramm.ar error. 
Remedi a1· Procedure 
1. The typewriter I teacher and 
the sh orthand I teacher should 
collaborate in this remedial 
instruction. ~hatever name 
the instruction is given is 
unimportant; however, it can 
be referred to as 11transcrip-
ti on pointers. ii 
2. IJ.'he typewrite~ te aoher dic-
tates these pointers to the 
machine. The shorthand 
teacher points out these 
pointers in the reading, 
teaching, and dictation. 
Errors 
Incorrect spacing 
before and after 
1 
unatuation marks. 
Use of finger in-
stead of thumb on 
space bm: .2 
• Blaakst one 
and Smith, op.cit., 
• 490. 
1 
Cause Remedial Procedure 
1. Lack of knowledge of correct .1. Introduce these · rules of 
spaces required.l 
1. Does not recognize the 
advantage of using 't!he 
thumb on the space bar.2 
1. Blackstone and Smith, 
op. ai t • 1 p • 491. 
2. Ibid., p. 491. 
spacing before and after the 
punctuation m~ks gradually. 
F~r example, the firstrule is 
two ( 2) spaces after a period 
and none before it. Before the 
student tn>es the paragt>aph, 
emphasize this fact until it is 
.fully understood. 
2. Do the same for commas, hypheru; 
dash, semi-colon, colon, eta. 
• Analyze the difficulty to see 
wbiah finger is being used on 
the space bar. 
======== ~~~ll===================================b~---=====~=-=====================~~~~=-~~~~~ ~ 
I 
l . 
Errors Cause 
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2. . a. Choose an exercise con-
taining many words in which 
the · f'inal l etter is struck by 
the finger causing the dif'fi-
_culty. 
b. Have the student write 
the exercise -using this same 
finger on . the space bar. 
o. Then have biiil write the 
exercise again, this tin1e 
using the t humb on the space 
bar.l 
1. Blackstone and Smith, op. 
c1 t • 1 p • 491. 
Errors 
Stencil errors.l 
Cause 
1. Failure to set ribbon key 
for stencil work--did not 
ohe ok up on machine be i' ore 
cutting stencil. 
2. Stencil not out evenly--un-
even touch·. 
3. Improper :rilargins--failure to 
plan work before beginning 
to type. 
4, Keys struck so hard that 
o•s, e•s, and other round 
~ 
letters oo.me out, or keys 
not struck hard enou&~--
121 
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l. Demonstrate the correct pro-
oedure. 
a. Set the machine for ou~~ 
the stencil. 
b. With the machine on 
. stencil, type the alphabet 1 
numbers, special characters 
until the keys are clean. 
o. Insert the stencil and 
demonstrate correct stroking. 
2. Have student type stencil and 
run it off on the mimeograph. 
3. Examine the copy, allow the 
laclc of knowledge as to I student to criticize his own 
ld.n¢1. of stroke to use.l I work. 
4. Repeat the demonstration, i f' 
necessary. 
-====~»=~ _  I. Blacksto~l I~ Blac~stone_ and Smith, 
and ~ith, op.ci r.;=-' op. cit., P• 4~~4i>2. _ 
P• 491. 
I 
-
I 
' 
Errors Cause 
- I p arbons placed the 1. Ignorance 
~ong way.l 2. Carelessness! 
Carbon ere ased Cf:' 1. Carbon sheets not put away 
folded, oausi ng properly and carefully.2 
marks on the copy.2 
1. Blackstone 1. Blackstone and Smith, 
and smith, op.cit., op. oi t., P• 493. 
p~9_3. 2 .. IbLi~~ . 49 3. 
2. Ibid. ,p.49~ 
I 
1. 
. 
2. 
3. 
1. 
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Show by demon stration what 
happens when the carbon is 
turned the wr 
will print on 
first sheet .1 
ong wayJ- the type 
the back of the 
Demonstrate t he correct method 
of arranging the p.aper and the 
carbon sheets • 
Give the -stud ent ample practice 
in the use of carbon paper. 
e student that Explain to th 
eets should be the carbon sh 
laid away unf olded; otherwise, 
se marks on the they will cau 
carbon copy.2 
I. Blaoksto ne and Smith, op. 
cit., P• 493. 
2. Ibid., p • 493. 
Errors Cause 
Carbon not straight 1. Carelessness1 
w1 th paper, thus 
causing paper to 
crease as it turns 
1 
in. 
2 
Uneven t ou oh l. Does not type each letter 
w1 th equal power--this 
shows up on the carbw. 
··. 2 
copies. 
1. Blackstone 1. Blacks · 
and &nith, op. oit., op. cit. I P• 493. 
and Smith, 
P• 493. 
2. Ibid. I 
P• 493. 
Ibid. I p. 493. 
123 
I 
I l. 
Remed1a1 ProcedurQ 
Place a sheet of paper · or an 
envelope over the top of _the 
sheets before inserting them 
into the machine. Then feed · 
the papeli's into the machine 
and r~ove the folded sheet of 
1 paper or envelo~e. 
1. .Analyze . the student • s work to 
determine which letters are 
constantly being struck lighter 
or heavier than the other 
letters. 
1. Blackstone and &lith, op. 
oi t. , p • 459 • 
-==~~,===~============~=========================~~============================!======= 
Errors Cause 
124 
Remedial Prooedure 
2. Give h1m an exercise contain• 
ing these letters. Instruct 
b1m to stri~ each key wl.th 
a sharp, snatch stro~. It is 
an excellent idea far the 
teacher to demonstrate the 
correct stroking first; then 
have the student type the 
drill. 
3. Have the .student go back to the l 
I 
ariginal drill or letter and 
retype it. 
4. Repeat step two (2), if 
necessary. 
-~-~--JL_====~========9===============~========~~========================~~l~~======= 
Errors 
'pelling errorsl 
Cause 
1. Lack of kri:Owledge of 
correct spelling 
2. Carelessness. 
3. Unwillingness to look up 
correct spelling.l 
Reme~al Procedure 
1. AB a group pr oject, the teacher 
should analyze the student' s wctr~ 
for mis)Bpelled words (be c~e II 
to distinguish between typQ. - I 
graphical errors and spelling I 
errors). Make a list of these 
words and have them duplicated. I 
Assign them to the student for 
hcmework. 
2. Dictate - these words to the . 
student as words and in sen-
tences. Mark the student on 
this work and be sure to pass 
it back to the student. 
3. To e ncourage the use of the 
dioti onary, do not accept any 
work with mis spelled words. 
1 BlaBkstone 1. Blackstone and Smith, 
and=5m-i-t--n p-.~Gj.:~-~ :='>p...=GLt~p .. Aa:i.·=======i================-==11==-='---= 
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Errors 
Lack of uniform 
indent a.ti onsl 
Incorrect division 
of words at t he 
ends of lines.~ 
1. Lessenberry, 
op. c~ t., p. 343. 
Cause 
1. Releasing the tabular key 
too quickly.l 
1. Dividing words at points 
other than at ends of 
syllables ._2 
1. 
p. 343. 
Lessenberry, op. cit., 
126 
Remedial Procedure 
1. Demonstrate the correct stroke 
for the tabular key. The 
tabular key stroke is a hold 
stroke. 
2. Give drills on holding the 
key down u ntil the carriage 
has completed its movement.l 
1. Encourage the student to look 
up the proper division of the 
word if he is not sure .2 
2. Give drills in which the 
s t udent is instructed to space 
between· syllables. 3 
1. Lessenberry, op. oi t., 
P• 343. 
2. Blackstone 2. Blackstone and Smith, 2. Blackstone and Smith, op. 
and Smith, op.cit., op. cit., P• 495.- cit., P• 495. 
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CHAPTER V 
I 
I SUMI'IlARY AND REC0NJ.MEND/d1IONS 
II 
I 
1 In Chapter I, page 1, the major and minor purposes of' 
I 
'' the study of Error Analysis and Remedial Instruction in Type-
vvri ting were outlined. In concluding the study 1 it is impor-
tant to take up the major purpose and three minor purposes in 
1 order to summarize the findings of the study. 
Two General Divisions _gf Errors 
It was pointed out in Chapter I that there .are both lj 
/ letter and non-letter errors. Letter errOrs ooour when one 1! 
1
' letter is struck for another; for example, nf" struck f'or ug. 11 I 
- I 
The causes of t hese errors, as noted in Chapter IV 1 are many II 
' 
j and varied. One cause of such an error may be that :'f u and ~'g :.' II 
I were taught toge tner. It was suggested that these two letters 
.I 
II 
I 
II 
II 
should be taken up separately in the beginning stages of type-
writing instruction. 
In Chapter I, pages 2 and 3, it was stated when to: 
1. 
2. 
3. 
Ignore errors 
When to study them 1 
Wben to erase and correct them. 
II 
1
'1 ----.:-1-.- Lessenberry, D. D., "Typevvriting Errors and Corrective 
1 Measures, u Balance Sheet, April 1948, P• 340. 11 
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1 Non-letter errors may consist of errors in setting up the II 
'·I 
!, 
material; for example, an uneven left-hand margin, or mistakes I' 
in centering the heading of a manuscript. Incorrect carriage 
!li 
to t he number of errors in the student's work• also constitute 
return, inaccurate paragraphing, improper paper adjustment in 
the machine and many other technical errors which contribute 
11 furt her examples. 
I' 
I! 
It becomes clearer at this point that typewriting con-
sists of much more than typing a sentence or a paragraph 
!I without a mistake, but it is, also, the ability to set up that 
'I sentence or paragraph correctly. 
Individual Differences in Typewriting 
In any subject-matter classroa:n individUal differences 
I' are apparent !'.rom the first day of instruction. The type- I 
' writing classroom is no exception. Differences are individual-~ 
~~ each student has difficulties which are, for the most part, 
11 exclusively his own. 
The mos t perplexing problems for the teacher of type-II 
II 
' \~iting :gre .how to help the dull student acquire the minimum 
't 
I! essentials and how to keep the brig.."lt student '~usy. 11 In 
jl typewriting instruction one lesson is dependent upon the pre-
\1 ceding one. Careful planning and experimentation by the 
II teacher will help to remedy this situation. 
I 
~~ 
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II Psychological F'actor 
The most important of the minor purposes of the study is 
the realization by the teacher that there is a constant psycho-
logical factor at work in the classrocm. This factor can be 
used to advantage by an enthusiastic, interested, sympathetic 
teacher, who has, as a result of his pleasant attitude, a 
1 happy, zealous group of boys and girls. 
!I 
1
1) Encouragement and praise administered at the right time 
l
j
1
l and in moderate degrees will work wonders for most students. 
It is not enough to help the student analyze his errors 
I
I! and to determine the probable causes and suggest some remedies; 
but the ''most significant part of the problem is the student 
~1 
1 at work. 11 
I 
il 
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Teachers of remedial typewriting should know their stu-
dents, understand their personalities, and work frcm this 
point. 
Develop ~ System of Error Analysis ~ Remedial 
-
Instruction in Typewriting 
It was pointed out in Chapter I that a system of' err or 
analysis in which the error 1 the causes, and the remedies 
would be listed in outline form was to be devised. 
1. Lessenberry, D. D., op. cit., p. 340. 
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Before the teacher of remedial typewriting attempts to 
help a student, it would be profitable for him to analyze the 
I 
11 preceding three minor purposes. 
I 
I In this study only meaningful practice is encouraged; 'I 
,, 
1
, that is, practice in wnich both the student and teacher know 
I 
, and recognize the purpose of the practice and the goals to be 
1 attained by the practice. 
I Artificial situations are to be avoided in this type of 
, instruct! on. Leslie1 refers to this natural situation as 
/i recreation, in which the mistyped word is typed in context 
jl form. 
II 
II 
!I The findings of the study were compiled with this thought I! 
I! in mind: 
2. 
3. 
There are letter and non-letter errors. 
Individual differences do exist in typewriting. I' 
li 
There is a constant psychological factor in the I 
classroom which the teacher can use to advantage 
1 
or to disadvantage. 
I
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I 1. Leslie~ Louis A., "Classroom Psychology for Shorthand I! 
II 
and 'l~ewri ting~ u ~ Business Education World, New York: 
_ Gregg Publishing_co., l943, P• 12. 
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